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INTRODUCTION

Surveying Your Community: An Approach to Community Involvement in Schools has
“been designed to guide central office personnel, principals, teachers, and membérs of the
community in planning and conducting a community survey.

These materials are presented in two volumes—the Staff Handbook and the Pra/ect
Director’s Guidebook. The main volume, the Staff Handbook, describes a sequence of seven
tasks involved in planning and conducting a community survey, along with guidelines for the
survey staff to follow. The Praject Director’s Guidebook is designed for the person who has
overall responsibility for both planning and managing the community survey. It provides
guidelines to help the decision maker(s) decide whether the school district is prepared to
conduct a community survey, |f the district is.ready to survey its community, the volume
also provides specific guidelines and suggestions for the project director ‘in planning and

B managing the survey, task by task,

These materials have been developed in recognition of the fact that good working
relationships between school and community can do much to insure the quality of
education for the community’s children, Such relationships take a long time to develop and
require continuing maintenance and strengthening. Gathering community information on a
regular basis to help school staff plan programs and to make decisions is one way to develop
-and maintain a good working relationship, :

~ The approach presented in these materials suggests that community members be
involved in a‘survey in two ways: one, as members of the group planning-the survey; two, as
~the people surveyed. Experience of districts involving community members in planning and
conducting a survey suggests that their contribution to the project can be significant. -
" This program has helped school district staff and community members conduct surveys
on many different kinds of ‘issues.- The following accounts show how three school districts
- used these materials to collect evaluatloﬂ data, set district-wide objectives, and plan a
, dIStrICt 's public InfDTI"ﬂBUDn prograrﬂ :

EXAMPLE 1

Scha@l personnel in"one- dIS‘tTICt canduc:ted a cammumty survey as part: of their

evaluation of an innovative mini-school attended by all students during the 5th and 6th

grades. Information describing the c:c)mrnumty 5 perceptraﬁs of the school's curricu-

lum, orgainzation, and facilities was collected and used to supplement evaluatmn data
obtained from teachers and students, .

E}(AMFLE 2

| Another- district used a- cammunity survey. in- conjunction . with: imbléménting'é ,
management by objectives system. The survey assessed the value parents put on the |
,.‘.-*Searmng Df basn: skllls, dssc:plme guldanc‘.e mdlwduahzatmn Df lnstruc:tion th' :




" EXAMPLE 3

The staff in another school district surveyed the community in order to identify the
most effective channels of information about school activities. They questioned
parents and other community members to-determine how they obtained information
‘about the schools, The results of the survey were used to plan the schoal district’s
public information program, ‘

Surveying Your Community provides guidance for planning and conducting the major
activities involved in the survey process: {1) defining the purpose of a community survey,
(2) developing questions,  (3) deciding on sampling ‘and data collection method, (4)
developing data collection materials, (5) conducting a community survey, (6) processing the
data, and (7) interpreting the data and preparing a report. To learn more about these
activities, turn now to the Staff Handbook.

After you have reviewed the Staff Handbook,
.~ return to this Guidebook and continue reading. " -




DECIDING WHETHER TO SURVEY
YOUR COMMUNITY ~

~In order to decide whether you want to survey your community using the procedures =
suggested by these materials, consider the following guestions: -

1.

:[UJ‘

Do you have an issue about which you want to consult the community?

Yes No - Maybe

O : oo O

An “Issue’’ is a general question which needs to be answered in order to plan
effectively or to make a specific decision. The issues raised in the foregoing examples
were:
® How effective is the new mini-school?
® Whatgoals and objectives should the school district strive to accomplish?
® Howdo people get information about schools?
In each case above, the community had information the staff could use to help

answer a general question or resolve an issue.

Should this information be gathered by a surve y?r

Yes No Maybe
O o (]

A survey, as described by the Staff Handbook, is a way of formally gathering
information_from ‘community groups to help you answer a general question or issue.

The important thing here is to. decide whether you want-to formally obtain

information from community groups or representattves of those groups, rather than

‘informally collect data from a small number of community members.

Will you be prepared to use the information gathered?
Yes No Maybe
a my O
In order to be prepared to use the results of a su rvey it is advisable to: '
® Know who will be using the information obtained and’ specnfy clearly who. nskv_.,:_,.»
going to receive the information, o

@ Get a commitment from the people” recewmg the results to use them. Try to-

" determine how the information obtained fFDITI the CDFFH‘FILITIIIY wnl cantrlbute to
the total vdECISIDﬂ or planning effort.

speciﬁc decismr'i aﬂd/DF to ccmtﬂbute tcs a planmng effort..:

o

_the information the «:Qmmunrltv Pr‘cwlcjés W||| be used to make a.



® - Know wheather the data will be used alone or combined with other data. In:
Example 1, the information gathered from the parents of the community was
one part ofthe data’ available; community perceptions were combined with-
student achievement and teacher data to evaluate a mini-school. In the situation "
described in Example 3, the community was clearly the best source of
information on the issue being considered.

® Obtain support for the survey from any other key people in your district

{(superintendent, school board members, etc.).

4, Can your district provide the personnel aﬂa’ other resources nec:essary to LDﬂﬂUCt a
survey?

Yes No Maybe
0 | O

Before committing yourself to conducting a survey, you should be aware that
you will need:
@ A team of six to nine survey staff which may include: .
a leader who has the time and ability to take responsibility for the success of this
project; several interested school personnel and community members:who are
willing to commit themselves to working on this project; and, perhaps, some
. experts or consultants who are experienced 1n survey methodology, namely, in
the areas of survey design, survey instrument development, sampling, data
collection; data prccessmg and interpretation of data. , =

- . @ Funds to cover:
“survey staff's time
- the materials needed for instrument construction'and production

“the collection of data (communication and travel)

'Aspecahzed facilities or services when and where needed (computer time, meeting -

_ rooms, etc.) e
® Suffncnent tnme to plan and conduct the survey and analyze the results befure a '

decision must be made or plannmg must begm S

The actual resources needed will be estimated i in the next’ section of this Guidebook.
You may want to rev:ew th:s beff:sre making a final decision’ ab:::ut caﬂductmg a
suruey

o lf ycur answers to the above four questlans are pms;’nve you are ready to begm plannmg S
a ccrﬂmumty survey using these matenals “Allof. the answers shculd be ’ yes befcre you; s
1ally: ﬂltlate a community survey : L




PLANNING A SURVEY

: Thns section of the Gwdebaak describes threa planning tasks a project director will need 2
to.complete before actually beginning a survey project: selgcting a staff, preparing an initial
project schedule, and estnmatmg project costs, Each of these planning tasks is discussed

- below,

 Selecting a Staff L
Experience shows that a community survey can be most effectively carried out by a
group - of about six to nine individuals. Each staff member should have the following
characteristics:
® An interest in the issue being addressed.
® A willingness to serve on this task force,
® A commitment to community involvement with school matters,
© An ability to work with other group members.
Among the survey staft, at least one member will act on or use the information gathered
by the survey.
“In addition to the staff, you may need to obtain help from other people who will
provide skills not available on the staff but which are required by the task:
A questicjnnaire writer may be able to help with Task 2,
o An exﬁert in survey design may be able to help wrth Task 3.
® A questionnaire writer and a data pracessmg cansultant may. be helpful Ih
-~ developing data collection materials in Task 4. )
. Exper:enced mterwewers r:)r group meetmg leaders may be helpful when callectmg
the data in Task 5, L . ,
e A data processing ccnsultant will be helpful durmg Task 6.
A person experienced in writing technical repurts can be helpful durmg Tasl-: 7
(i mferpretmg the data and preparing the report).




PLANNING SHEET 1
Project Staff

“List 'the name, position, and telephone number of each potential survey staff member
below, - D

NAME . POSITION PHONE
3 ] 7 ) 7




Prapaﬂng an Initial Project Schedule 7

The second step in planning a survey is to dEVElGﬁ) a tentative schedulefar the project,
Experience has shown that some districts have been able to carry out a well-organized
survey in 4 to 8 weeks, whereas other districts have run a project for a year or more, The
actual time required depends on a number of factors. The most critical ones are the
experience and availability of staff, and the scope of the project. Generally, the more
experienced ‘and more available the staff, the less time it will need to do a prcuac:t The
second factor, the scope of project, can be defined in three ways: the number of issues
‘raised. or questions asked, the number of community members involved, and the type of
data.collection method used, Generally the more issues raised by the survey, the more
community members involved in the survey, and the more persaﬁallzed the data collection
method, the longer the survey will take. -

At this time, you probably have some idea of who will be on the project staff and what
kind of experience they have had with surveys. Obviously, at this_time, you will not have
fully defined the scope of your project. In fact, its scope will not be completely defined -
until the end of Task 3. Therefore, the schedule you will make is an estimate—an estimate
‘which you should update after each task is completed

An example of time estimates for a community survey is presented on the next pag&
. F;gure 1 presems an examgle of a schedule, Here is how it was built.

1. Assumptions about staff avai lability and experience were made:
o staff were available for the equivalent of one day a week .’
e staff were generally ‘inex penen«:ed however, the project director had manag&d -

one survey before and one staff member was from the school system’s evaluatu:n S

uﬂlt N "

2. The demstcm was made to keep this project fairly narrow in scope. It would facus on

" one issue. For purposes of estimating timelines, it was assumed that 20 to 30 survey ©

~ guestions might be needed and data might be collected:from up to 800 cammuﬁlty )
members :

3.:As a result Df a discussion with the superln’tendent May 3 1976 was set as ‘the duei .
idate for the sur‘vey report. :

- 4.To prepare the survey report (Task 7), it was assumed that a staff member would o

. need 3 days to draft the report, that the total staff would want to review the report

at a-meeting, and that the staff member might need another 3 days to revise: the
report. To play it safe, 2 weeks were allowed for 'Fask 7. ,

: campletnonvof data pracgssmg Dlscussmn Wlth sfaff at the camputer cen

5, As:a result:of -the estlrnate for. Task 7 Aprll 19 was 'set as the date far thE'
rresuited

on’ the data’ record shé‘" is! ’

“need to code and tabulate ther
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ings); two weeks for collecting the data (returning the completed questionnaires,
conducting the interviews, etc.); and maybe another one or two weeks to fallaw up
the non-respondents. To play it safe, 5 weeks were allowed for Task 5,

. As a result of the estimate for Task 5, February 23 was set as the date for
completing the development of materials. It was assumed that staff would be
‘'working in small groups on individual assignments (editing and revising questions,
formatting the questionnaire or meeting materials, pre-testing materials, revising the
materials based on the pre-test results, and duplicating the materials). A couple of
staff meetings might be necessary for the survey staff to review the materials.
Therefore, 3 weeks were allowed for Task 4.

. As a result of the estimate for Task 4, February 2 was set as the due date for the

survey staff to make decisions on-sampling and data collection method. It was
assumed that a couple of staff members would prepare tentative recommendations
on these two decisions based on their knowledge or previous exper’ienceé and that in
a staff meeting the recommendations would be discussed and decisions wauld be
finalized. Therefore, one week was allowed for Task 3.

. As a result of the estimate for Task 3, January 26 was set as the date for the
completion of question development. It was assumed that one or two staff meetings
would be needed to accomplish this task: the first meeting would be a brainstorming
session inviting the staff to list the subtopics for the topics of interest; then the staff
could work individually by generating some questions for the subtopics selected. A

“sécond meeting would be held in which the staff would review the questions and
select the most suitable. Two weeks were allowed for Task 2.

10. As a result of the estimate for Task 2 January 12 was set as the date for the

completion of orientation and Task 1—arleﬁtmg the staff to the project and defining
the purpose.of the survey. It was assumed that one staff meeting would be needed
for the staff to reach consensus on the issue of survey, topics of interest, the
community groups to be survsyed, how the information would be used, and the
scope of the survey. Therefore, ane week was allowed for Task 1,

aammumtymembers (mailing questlaﬂnaures scheduhng interviews, or grolp meet- -

Complete Planning Sheet 2 on the following page
by estimating the time you'll need for your survey.

pra/ec't




o TMERTINTES

1. 2. 3, 4, 5, 6, 7.

Defining the | | Developing | | Desiding on Deeloping | | Conducting Processing | | Interpret- _ -
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M R EC T st e T K e - Y




. made (Unit 3) 7
.o Tohdp vou estlmate Ecnsts 1he Ehar t bEbW SUQQESTS cost catégarles fc:r various actwntses

mcluded in the survey process, -

FIGURE 2.
COST ESTIMATE CHART
Cgst Categcnry Survey* Actwmes
. Survey Staff Calla':tmg Pl’()t:essiﬁg |nterpreting the
Personnel Preliminary Flanning the Data the Data Data and Preparing
- Plannmg (Units 1-4) {Unit B) {Unit 6) a Report (Unit 7)
1. Survey Staff Project dircctor | Plan and Depends on data | Cods and summarize One staff member
undertakas pre- develop collection data writes the report.
hmlnary plannmg materials method
2, Clerical Staff Assist the F‘rc:u Typeand Depends on data Type data summary Type the report.
ect Director in format collection sheets
planning materials method
1. Consultants o - | Review Train intar- Assist in design- Aszist in inter-
] materials . viewers or group ing ways to sum- preting the results,
i mesting leaders marize data.
. Purcfrase © Duyplicate - | Duplicate coding Duplicate the
Reproduction/Purchase sufticient sufficient sheets for sumrmar- report,
uf Materials copies of copies of ; izing data )
the Staff data col- :
Handbook far lection .
the survey statf T materials, T K
Comtnunication/T ravel For contacting - * b ,
1. Telephone potential survay . * " For telephorie
' staff and expaits . interviews
or consultants - -+, b
4. Postage ;! Forlettersand
: _guestionnaires
3 Travel ,'Fcir interviewers -
Other T o Eacilities for  Compuiter services.
: aroup meetings
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tasks desc;nbed in the Statf Haﬂdbaak

cost items will'be the ;jroject leECtDI" s time and copies of the Staff Handbook.
f Eurwéy staff planning: covers’ the tasks' descrlbed in Units 1-4 in the Handbook. These
“activities include’ defining the purpose’ of the survey, developing survey questions, -deciding

-Preliminar T'plan‘ ngr includes all- the: activities: dlsCussed in: th|s Guidebook. The main-

“on sarﬁplmg and-data collection method, and developing and duplicating data collection "

materials. The main cost items are personnel and material reproduction.

Collecting the data includes all the activities necessary to contact community members
and obtain their answers to the survey questions (Unit 5), The main cost items include
personnel, telephone, postage, and possibly travel and meeting facilities. If interviews or
group meetings will be held, the cost of training interviewers or group leaders should be
estimatad when Unit 3 is completed,

Pracessing the data includes coding, categorizing, and tabulating the information
obtained from the community (Unit 6). Data can be processed either by hand or by
computer. Therefore, the main cost items will be personnel and possibly compu ter services.

Interpreting the data and preparing a report include reviewing the summarized data and
describing the survey's results in a written report (Unit 7), The main cost items are
personnel and duplicating the report,

With this interview in mind, your task is now to estimate the cost for each survey
activity. Some approaches to estimating various types of costs are discussed below,

Parsonnel

Personnel costs will depend on the number of hours necessary to plan and conduct the
survey and on whether school employees on the survey staff are to be paid or released from
other duties, the number of volunteers obtained and the amount of consultant help needed,
as well as the scope of the survey itself. If staff are released during school hours, pay for
substitutes may be required. The following formula is suggested for estimating the cost of
each staff member involved. The cost should be estimated for each survey activity:

Estimated Estimated Estimated Personnel
Average X Number = Cost for a Staff
Daily Rate of Days Member

Reproduction/Purchase of Materials

This category includes both the costs of purchasing copies of the Staff Handbook and
the costs of duplicating data collection materials for the survey, It is suggested that
reproduction costs be tentatively estimated using the following formula for each type of
‘material. Only a very rough estimate of reproduction costs can be made before Unit 3
(deciding on sampling and data collection method) is completed.




ded

in

'Number of pages

X .| _lincluding front. "~~~ |
| cover, directions page,|
| and back cover,’if |
| desired) = oo

‘Reproduction | -
‘Costs™

* Communications/Travel =

This category includes whatever staff or consultant travel expenses are invalved. Also
included are all telephone and postage costs involved in contacting potential respondents,
Since each school district already has its own method of estimating these costs, no speciai

formula is given here.

Other

This category includes stationery, audiovisual aids, furniture, facilities, data processing,
and any other expenses that are not covered by any of the foregoing cost categaries. These
costs vary depending on each school district’s situation, In addition, if you are going to use
computer data processing, you will have to obtain a cost estimate from the service agency.

Use the planning sheet on the following page to
estimate the costs for your survay.




l TentativejE{stimaié of Su rvey Cost

" Use this chart to tentatively estimate the funds needed for your survey.

 Survey ‘Activities g
I Survey Staff " Collecting | Processing ‘|- Interpreting the -
Preliminary = |~ Planning the:Data ~the Data ~ Dgtaiaqd:lﬂrgpariﬁg
Personnel Planning | (Units 1-4) [ (Unit5) | (Unit6) | aReport (Unit7)
1, Survey Staff
2. Clerical Staff
3. Experts or Consul-
tants
ngrgﬁuqtiaﬁlPutqhgsg
of Materials

Communications/Travel

1, Telephone

2. Postage

3. Travel

Other
Totals

*This estimate should be revised when your group decides whether or not to sample and
which data collection method to use in completing Unit 3 in the Staff Haﬂdbaak '

The: remainder of this (“mﬂg?bagk is deszgned 10 .

help the project director risanage the survey. If you

are not planning to Implément a survey, yau may

stop here. If you are going to lmplementa survey,

continue reading.

],

0.

ERIC
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MANAGING / “CCDMMUNITY SUFIVEY

basedcmuthe exper‘lences Of SEhDDl dlstrlct staffs’ whD have Conducted (:Drnm_mlty surveys

“n generalﬁ heir suggestions reflect that successful surveys are well managed efforts.

ks lssuggested that the project dlr‘ectar review the suggestncns gwen in the segtujn bef@re
B mttnatmgeach task: : I R Sl

" ORIENTATION: INTRODUCTION AND OVERVIEW

OF A CUMMUNITY SURVEY
Description of Orientation

Orientation involves explaining and discussing the survey materials, the survey process as
awhole, and the roles staff members will play during the survey,

The survey materials and process are described in the “Introduction’” and “"Overview” in
the Staff Handbook and an example illustrates the various activities involved in planning and
conducting a community survey.

Suggested Approach to Orientation
The orientation is best carried out in an informal group discussion.

Preparation for Orientation

® Ask staff members to skim thraugh the Staff Handbook materials before the first
meeting.

® Prepare a summary of the reasons why the survey is being held and what obutcomes
are expected.

® Prepare a general estimate of the resources that will be used to conduct the survey.
Be able to answer questions about personnel, money, and time available for the
project.

Suggestions for the Orientation

® Present the reasons for the survey and the resources available toconduct it.

® Ask the staff members to share with each other their interests, experiences, and
skills related to community surveys.
Using the example in the "“Overview,”” discuss the survey process as a whole and the
various activities involved in conducting a community survey.
® Discuss the responsibilities staff members will have during the survey.

Completion of Orientation
® - Be sure that staff questions have been discussed and that the group is ready to move
to the first survey activity.




“UNIT 1: DEFINING THE PURPOSE OF A COMMUNITY SURVEY

15 to dlscuss and deflne the purpos of- the?‘;

S staff w:H t)rEpare a wr;tten statement which describes. (1) why. the survey is-

%ibemg conducted (2) the issue, (3) the main topics of mterest/cancern (4)'the cammumty

. groups to be surveyed ‘and (5) how the_:ﬁ, formation collected will be used.

: The unit c:Dntams lnfcjrmatlcm ‘that wxll help the staff prepare a purpose statement fc)r‘

';;:the survey. It m«:ludes an example of a purpose emer‘lt explains each of its parts; gives

“examples ‘of purpose statements with different sc:c)pes (one broad and one narrow), and
provides a planning sheet to guide the staff's preparation of its own purpose statement.

Suggested Approach to Task 1

Task 1 is best accomplished through group discussion of each of the points 10 be made
in the purpose statement. The goal of the discussion is to build group consensus about the
purpose of the survey.

Preparation for Task 1
® Clarify your own expectations about staff activity during the meeting. You may
have an issue and topics in mind, but experience suggests that the staff should have
an opportunity to develop its own purpose statement so that group ownership and
commitment to the survey are established.
Be ready to clarify the reasons why the survey is being conducted and to facilitate
group discussions about the various parts of a purpose statement.

Suggestions for Accomplishing Task 1

® Past experience with school districts indicates that survey staff tend to describe a
purpose which is too broad in scope (raises too many issues or too many topics) and
invalves too many community groups. If this is your first community survey project,
it is especially important to Keep its scope narrow.

® The survey staff sometimes comes to consider the purpose statement as a rigid
decision. Keep before the group the fact that the purpose statement is only a guide
that can be revised if necessary as the survey proceeds.

Completion of Task 1
® Be sure that you have a complete purpose statement that contains all the points the
group wishes to include,
® Check that the scope of the survey is sufficiently narrow 1o be feasible.
In preparation for Unit 3, assign one staff member to read Appendix A and to
compile master lists of the members of the community groups identified in the
purpose statement,

L)
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“iSsue-

related and demographic guestions for the survey EERRN S

The uni
v !meg ISSLJé related questions- that includes listing subtopics for each topic, developing’ a
ral qLIES‘[IDn for each’ subtopic, and writing each'general questlan in both a closed and

‘,Qﬁéﬂéﬂﬂéd:fﬂrmat The last section provides some guidelines for writing demogtaphic

NG QUESTIONS -

h .’S‘EafffHéh haok, the task! fl é ;the topics of: !nterest and develcp

s organized in;four sections. The first three sections descnbe -an appraech tcj

}‘.j"quesnons ‘Examples and a planning sheet are included in each section of the unit.

Suggested Approach to Task 2
Task 2 is best accomplished by guiding the staff through each of the steps involved in
developing questions. In doing each step, encourage brainstorming first; then, critically
review the list of topics and questions generated and select what the group feels is most
relevant to the purpose of the survey.

Preparation for Task 2

Experience suggests that survey staffs tend to consider question formats without

first focusing on the substantive aspects of the survey questions to be asked. To

avoid redundant, overlapping questions, be prepared to discuss the rationale behind

the sequence of steps involved in developing issue-related questions:

— The first step asks the group to agree about what subtopics they want to raise.

~  The second step asks the group to formulate general questions for each subtopic.

~ The third step asks the group to try out each general question in both a closed
and an open-ended format,

Have available extra copies of the purpose statement developed during Unit 1.

Desendmg on the skills of the group, consider having a person who is skilled in

writing survey questions serve-as a resource for the group and as a reviewer of the

group’s questions,

Suggestions for. Accomplishing Task 2

Discuss the scope of the survey. Most survey groups, in doing the first step, generate
too many topics and subtopics. Surveys involving large numbers of topics are costly
to conduct, frequently discourage respondents, and often lack focus. To -avoid.this
problem, encourage the group to set a limit on the number of topics to be raised and
to take time to test the value of each topic by asking: How will the information the
community provides on this topic contribute to answering the general survey
question? _

Keep before the group the purpose of the second step—namely, to make clear what

. questions the staff needs to ask to achieve the survey's purpose. Survey groups tend

to get entangled in format and methodology concerns before they agree about the




’uhstancelcf their questccms To avmdfthm prablern rﬁak:e sure that the group. tests_._,
2 h questian hy'asking: : :

“Why do we want to ask thls questlan! v

What are we going: tG dc: wwth Zth ’nfc)rrnatujn we Dbtaln?“

:f’*uchanged when it i is: rewntten in dlfferent fol‘TlEtS Therefore try to write: eac:ht'“
. question in’ ‘both" GIDS d_'and open-ended formats, Note: the group should not try to. -
“agree.on the exact wgrdmg of each questmn untll a data collection r‘nethad has been
“selected,

Completion of Task 2
® Be sure that you have a copy of Planning Sheets 3 and 4 listing all the issue-related
and demographic questions, These sheets will be used when the group prepares data
collection materiais (Unit 4).

OO
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“involvement based on’ the mportance “of the $rvey  isste, (2) rnalémg initial decnsngﬂs"

UNIT 3: DECIDING ON:SAMPLING AND DATA.COLLECTION METHOD

ns: (1) Should
cted from a embers @f the r:grnrnumty graups IIStEd in“the purpcsg -
'ple:gf thqse peeple? and (2) Should mformatmn be cc:llected by -

. The Vymt contains IFI’FOFITIE’(IG['I ‘about sarnplmg three data callectlan ‘methods, and a
nthree%.tep trategy whu:h wnll help survey staff mak:e demsmns ab«:ut samplmg arnd the data'

regarding appropriateness of methods based on the purpose of your survey, and (3)
finalizing the initial decisions by considering the cost of the proposed survey. For each step,
aplanning sheet is provided.

Suggested Approach to Task 3

Task 3 is best accomplished by an individual or subcommittee of the staff working
through the task and recommending the decisions which could be made, The total staff can
then review those recommendations and decide if it wants to accept them or request
changes based on their suggestions.

Preparation for Task 3

® Have the following resources available to help make the decisions:
— The purpose statementgﬁd questions previously developed.

— Master lists of the community groups and estimates of the population size,

—~ Projected costs of personnel, reproduction/purchase of materials, communica-
tions, travel, and any other expenses for developing materials and collecting and
processing the data. Review Units 4, 5, 6, and 7 in the Staff Handbook for
necessary cost considerations and refer back to your budget for the survey.

e Ask one or two staff members to work through Unit 3 and to read Appendix B.
Have these staff members prepare recommendations for the survey along with
reasons for their decisions. :

Suggestions for Accomplishing Task 3
© Be sure that the staff members have an opportunity to explain the reasons for their
recommendations.
® Lead a general group discussion of the recommendations and of possible alternatives.
The final decisions may be yours or the group's,

Complation of Task 3
® Keep a record of the decisions that have been made and the rationale behind them.
e |f the decision is to sample, assign one person to review Appendix B, select the
sample(s) and prepare a list of the respondents in each community group to be
surveyed C)btam tec:hnn:al assnstance as needed




‘érs;? éf}th}eiéérﬂfﬁljﬁitv gr:ﬁi&ps:.‘té’be Surveyed will t:e asked to 'ré

’ -l|5t=spellmg of names, addresses. ﬁhme numbers




_,aires, mterwé s or grgup rneetlngs
is Qrgamzed ln three sectlcj

and duplicating the maténals L

SuggeStad Apr:raach:ta"]"a’sk 4' :
Task 4 .is best accomplished by one person directing the materials development
effort—that-is, making staff assignments, directing staff review of draft materials, manading
the pretest, monitoring revisions, and serving as quality control on duplication of materials.

Preparation for Task 4
® Have copies of the list of questions developed in Unit 2.
® Make a list of the different types of materials to be developed (cover letter,
instructions for respondents or interviewers, envelopes, and types of questions) and -
the different activities necessary to materials development (editing and pretesting).
-® Depending on. the skills of your. group, consider asking special resource personnel
~ (editors or graphics pégﬁle) to ESSIST in editing and formatting the materials.

® |f the data will be computer processed ask computer personrel to help the group
f@rmat the materlals or develop forms for coding community responses.

Sug@stu:ms for Accomplishing Task 4
. Assign each type of material to be develaped to individual staff members,

® Take time to have the group as a whole review and c:rlthue the rﬁaterlals for
ccmpleteness cnnmstency, and relevance to the purpose of the survey

® Be sure to pretest the materials. Expenerﬁce indicates that pre-testing reveals
revisions that are necessary to facilitate collecting and processing the data.

® Take time to plan data processing procedures. Use the data obtained fI‘CHT! the
pretest 1o check the appropriateness of the intended procedures.

Completion of Task 4
¢ Have a sufficient number of materials duplicated and distributed to staff collecting
the data.

&)




- UNIT 5: CONDUCTING A COMMUNITY SURVEY

; "rbéséf’iptian of Task 5
In Unit 5 of the Staff Handbook, the task is to collect data from the community using

the materials developed in-Unit 4,
The unit is divided into three sections—one for each data collection method: mail

questionnaires, interviews, and group meetings, The section for each data collection method
provides an overview of the major steps involved in conducting a survey and suggestions for
carrying out the key steps,

Suggastad Appraach to Task 5

Task 5 is best accomplished by one person directing the data gathering effort. That
person should make staff assignments, make sure staff are trained, and monitor the quality

of:staff work,

‘_Freparatmn ﬁ:r Task 5
e Using the plannmg sheet -in the Staff Handbook as a guide, develop a detailed
schedule Df persannel and time allocated to each activity necessary to collect the

. data.
[ !{ After graup discussion, review and finalize staff assignments and schedules.

Sug@stmns for Aecomphshmg Task 5

e ~Assngn work to.each staff rﬁerﬁber and make sure they understand what i is requared
L i_,.,.'MDmtDr the progress of data collection carefully Use ‘the planning sheet to keep

P track of, the daily activities necessary to collect the data. -
p D Take steps to ensure a satisfactory return rate:

— Before contacting the respondents, publu:lze the survey in-the local newspaper
or school newsletter to encourage community support.

— Carry out follow-up activities to obtain data frc:rn nonrespondents

““'f"ffi ““Review the data obtained as interviews or group meetings are completed to be sure -
Tthat the data are camplete

. ‘ Cnmpletlon of Task 5
‘. Drgamze the data callected for data processmg




UNIT 6: PROCESSING THE DATA

- - Description of Task 6

In Unit 6 of the Staff Handbook, the task is to summarize community responses to each
survey question to facilitate the interpretation of survey findings.

The unitcontains examples and guidelines for summarizing responses to both open-ended

and closed survey questions and calculating some simple statistics—percentages, means, or
modes. ~ :

Suggested Approach to Task 6 -

Task 6 is best accomplished by having one person with experience direct the data
processing effort, That person will manage the staff effort to code, tabulate, and summarize
the data. |f a computer service is used, that person will serve as liaison to the computer
service, '

- Completion of Task 6 , ,
@, Be sure that the responses to each question are summarized on separate sheets to
“facilitate comparisons among questions and/or community groups and interpretation
of the results.

31




UNIT 7: INTERPRETING THE DATA AND PREPARING A REPORT

Description of Task 7
In Unit 7 of the Staff Handbook, the task is to interpret the eurhmerlzed data and

prepare a report describing the survey and the results,

The unit contains procedures for examining the meaning of the statistics that have been
calculated and presents suggestions and examples for organizing and presenting the results of
the survey in a written report.

Suggested Approach to Task 7

Task 7 is best accomplished by assigning one person to write the report. That person will
need suggestions from the group on how to interpret the data collected and how to improve
drafts of the report as they are written, The person assigned to write the report can, of
course, request the assistance of others who rmght help prepare specific sections, edit the
content, prepare graphics, etc. '

PrEperatmn fur Task 7
L Aesugn a person to be the writer of the report.
® Be prepered to discuss the three approaches to mterpretlng the results of your
survey presented in the Steff Hendbppk
~ The first approach is writing a simple summary statement describing the
response of each community group to each question.
— The second approach is deeldmg whether responses. from more thert one
“tommunity group are suffrerently similarly to be combined, and if so, prepermg )
' asummary statement that describes the combined responses.

— ~The third epproeeh is deciding whether respphees.to ‘two or more questions on

~one topic or subtopic should be considered together, and if so, preparing a .7

summary statement. which suggests how the combined responses support a
o generel CDﬁCIUSIDﬁ or interpretation.
. Heve available copies of the data summary sheets for each question.

Suggesﬂpns for Aeeumphshmg Task 7
. Discuss the three: approaches to interpreting the data, and as a group, discuss how
the data may be lnterpreted ,

Heve the perepn esrgned 10 write the repprt prepere a draft,

- “® " Have the group review a draft of the report for” Its relevance to the purpose of the
" survey, its accuracy, its clerlty and eprnpletehess -and its’ epproprletehees for the
eudlence (echpp! steff pperd members community rnerhbers and/or students).

Cprnpletlpn' pf Task 7 oo , T
e Be sure thet any. COﬂClUSIDﬂS drewn ere edepuetely supported by the dete

~=>-.@~ Have sufficient coples pf the report dupltceted and dletrlbuted to epprOprlete sehpoli,;“;

euthprltles !

r‘) 0
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CONCLUDING A COMMUNITY SURVEY

- ' With the submission of the survey report, the basic tasks of planning and conducting a
community survey. are accomplished. There are, however, three remaining tasks for the
project director who wants to insure that the results of the survey are used.

Assist School Planners or Decision-Makers

In preparing the purpose statement, the project director and survey staff clarified who
would receive the results of the survey and how the data would be used. The project
director, in transmitting the report to a planning group or a decision-maker, should explore
with them how he or she can help them understand and use the results of the survey. Only
~ with such follow-through will the survey results be fully utilized.

Plan and Release the Report

-The project -director, if necessary, should initiate discussions with appropriate
‘administrators and the school district’s public information office regarding the timing and
methods of releasing the results of the survey. The director should work with school -
personnel in whatever ways are necessary -to -insure that the school district’s release
accurately reflects the results of the survey. |f appropriate, the director and project staff
should be prepared to make presentations about the results of the survey at sc:hotjls

; ,sponsgred or Qommunlty-spcnsc\red meetings.

Prepare a Survey Fiie ,

As a final- task, the prqec:t director shc:uld prepare a survey file as a resource for other
schcol staff who may want to conduct a survey. Such a file should contain the materials
prnduced by the project director and staff in planning and carrying out the seven tasks
involved in cnnducfmg a survey—the’ rnaﬁagement plan, purpose statement, initial topics and
questions,-record of decisions about sampling and data collection method, data collection
materials, ‘data collection plan, raw data, data summaries, and survey report. If possible, the

file should-also contain the director's notes about problems encountered and the ways in-

whlch those problems were solved.

B
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INTRODUCTION

Surveying Your Community: An Approach to Cormmunity Involvement in Schools has.
been .developed to help school administrators, teachers and community members gather -
information - from- the community. These materials describe a way of planning and
conducting an effective community survey. :

The materials are presented in two volumes, the Sraff Handbook and the Prg/ez:t
. Director’s Guidebook. The guidelines, directions, examples, and planning sheets contained
- have been developed using suggestions: and examples based on actual experlences of schoal

personnel in conducting community surveys.
- This volume, the Staff Handbook, is divided into seven units; each unit covers one of the

~-activities listed below and provides guidelines for survey staff to follow in carrying out that
particular activity:

Defining the purpose of a community survey

—

S

. »‘Develaping questions

3. Deciding on sampling and data collection method
4 Devélaping 'data collection materials

5 Ct‘.’mductlﬂg a commumty survey

6. Frﬂcessmg the dsta

7. Interpretmg the data and prepanng a repart

- Experience suggests that a community survey can be most effectively carried out by a group -

B :vof six to nine people. A typical survey group mc:ludes the DFDJECt dIFEC‘-'tOF selected school

personnel, and members. of the community. :
The Project Director’s Guidebook ‘is designed for ‘the perscm WhD has the overall

responsibility -for- both planning and implementing the community survay It provides
o guudelmgs to help.d velapawark plan schedule and budget o

R U A B * *
The fallowmg pages contam an overview of a communlty survey prjECt ThlS exarnple,

’:":l‘hvolvmq a team teachlng program, . lllustrates just one. of the many . kinds of cammumtyi
survey hat are currently being undertakerﬁ Sametlmes the mltlatave for CDﬁdLlelng sucha .




OVERVIEW OF A COMMUNITY SURVEY -

‘The procedures and guidelines presented in the Staff Handbook are organized into seven

© " activities, The following example of a community survey is presented in two columns: the

left-hand column describes the activities undertaken by the survey group, while the
right-hand -column supplies some explanatory notes concerning those activities. This

Activity 1: Defining the Purpose of a
Community Survey

Staff members in the Green School have a
team teaching program, They want to
know what changes might be made to
improve the program and what direction
.the changes should take. They have col-
" lected information on student achievement
as well as student and- faculity- attitudes
toward. the program. They want to know
what the parents of 7th and 8th grade
students thmk

The issue of interest is: tht changes are
needed to |rnprcwe the team teaching pro-
gram?

The topics of interest are: (1) school-day
schedule, (2) team organization, ‘and (3)
cu,’r'ri«:ulurri '

The rnernbers of the community from
whom lﬁfDFl‘ﬁEtlDﬂ should be collected are
the parents of 7th and 8th grade studer\ts
in" ‘the Green Sc:hor:rl team teaching pro-
_grsm

" The information collected WI“ be gwen toa

““staff planning group in the Green School.

" This group will combine information from
the community with student achievement
:_:mf@rmatmn and student and faculty survey

“information - to develop. a set of recommen-

datmns on the team. teachmg ‘program fr:r
‘[hé prlnclpal and faculty .

' exarﬂple has been simplified in order to clarify the activities described.

Explanatory Notes

The group states why the survey is being
conducted.

The group identifies the issue of interest.
The group lists specific topics to be raised.

The group identifies the z:csmmunfty groups
from whom information -should be col-
lected.

“The group specifies how the mfarmatmn o

c?allested WI” be ised.




Asti\)ityr 2: Developing Questions

The 'Gréen School staff discussed each'

topic and identified several subtopics for

each. For example, for the topic school-day

schedule, they identified the following sub-

topics: (1) interteam activities schedule, (2)

- length of school day, and (3) opportunities
'far library use.

Staff members then developed questions
for each subtopic, decided which questions
should be included, and wrote a closed and
" an open-ended question for each general
-question selected, For example, the follow-
ing. questions were written for a general
~question about the interteam activities
schedule:.

General Question: Is the current schedule
. of interteam activities convenient?
“Refined Duestlcns

- 1.. How cenvenlent is the current interteam
at:tlwtles schedule? -

2. The current mtertearn actlwtles schedule
is:

Very canvenieht, 0
Convenient -~ 3
‘Not convenient 0

++The staff also developed some demographic
- questions to be used in collecting informa-

- tion- on the survey respondents. For ex-
o ample one of these guestions was:

How many years have you lived in this
gcmmunlty? _— _ -

'Actlwty 3: Decldmg on Sar‘nphng and -
: Data Calléctmn Methad

f'r:VThe staff demded that |t was lmpgrtant to. .

Explanatory Notes

The group develops subtopics for each
topic of interest.

The group develops general questions for
each subtopic, decides which questions
should be included in the survey materials,
and writes a closed and an open-ended
question for each general question selected.

The group develops demographic questions
and decides which questions should be
included in the survey materials. -

The group decides whether or n'a't" to o
7 :Séﬂ‘?ple Sﬂd Whéthéf they thju/d use qugs_‘
~ tionnaires, interviews, or group. rneetmgs tg';'




= Act:wty 4: Developing Data Collection
MEtEFIEIS

E The survey staff prepared a mail question-
- naire (using mostly closed questions) and a
cover letter to be mailed to the parents of
all 7th and 8th grade students in the team
teachmg program.

Actiﬁty 5: Conducting a Community.
Survey

The staff mailed the questionnaire on
schedule, Approximately one-third (33%)
of the parents completed and returned the
questionnaire., The staff followed up all
‘nonrespondents and, as a result, received
- completed . questionnaires from another
. 15% of the parents. - '

Astivify 6: Processing the Data

The data from the mail questionnaires were
processed in the following way:

- For ‘the closed questions, code numbers
- were assigned to the response categories for
‘each " question and the responses were
coded.” For- each question, a frequency
“table “was prepared to show how many
“people gave ‘each response; . percentages

. “werealso calculated for each response. -
“7 Fof the Dpen -ended questions, response
- categories were established, code numbers

~ were assugned to each response category,

_“and the responses were coded. For each

question, a frequency table was prepared’ to
- _.show how many people gave each response;
percentageg were alsc calculated for each
raspr;\nse '

Explaﬁatary Notes

The group develops the materials needed to.
collect information from community mem- -
bers. .

The group conducts the survey.

The group summarizes the data calléétédi




' Actmtv 7: Interpreting the Data and
g " Preparing a Report

Staff reviewed the summarized responses to
each question and prepared a statement
describing the results. The responses to all
questions on ~each . subtopic were then
examined by the staff who prepared ‘inter-
pretative statements about those results,

. Using the purpose statement, the data
“collection materials, and the data sum-
maries and interpretations, one staff mem-
ber prepared a report on the survey. The
report included an introduction, a section
on procedures, a section presenting the

~results, and a brief summary. The survey
staf! reviewed the report before final copies
were prepared.

Explanatory Notes

The group interprets the summarized data,

The group prepares a report abaut the

Eammumty survey.

o Nﬁw ‘having read this brief overview déscfibiﬁg ﬁ‘l'a'jér.survey activities, you are probably . -
: ;{ready to begln One general topic should be discussed, however—how your staff plans 1o
' :wcrrk as a group. To be more spemfn: you may want to discuss the fDHDwmg questujns T

l What special skills dcres each staff merﬂber have whu:h cauld be helpful

cmductmg this survey?

©  How will spEﬁiﬁcftasks and responsibilities be assigned to specific staff members? -

* How wnll duffer '

of opinion be resolved?




Defining the Purpose of a Community Survey
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- deci mg What qUEStIDﬂS to ask selectmg the data

. collection method; developing data collection

r;'vrnateruals, collecting, processing and interpreting
the data; and preparing a report.

A clear purpose statement should (1) present:

* background information explaining why the survey
" is being conducted, (2) identify the issue of

" statement for your survey. The example below.
_illustrates the content and format of a completed
" purpose statement. The text and illustrations

Tms section will” help yDu “develop’ a purpcse;_

which follow the example raise some of the points
you may want to consider before using the
planning sheet at the end of this unit to record thP '
purpose of your own survey.

S

EXAMPLE OF A COMPLETED PURPOSE STATEMENT

Background: -Staff members in the Green School have a team teaching pragram They

- want to know what changes might be made to improve the program and what direction

the changes should take. They have collected information on student achievement as
well as student and faculty attitudes toward the program. They want to know what the

" parents of 7th and 8th grade students think about this program. The data obtained from -

the parents will .be part of the information that the school staff will use to determine
what program changes should be made.

The issue of interest is: What changes are needed to improve the tearmn teaching program?

The topics of interest are: (7) school-day schedule, (2}' team organization, and (3)
curriculum.

The community groups from whom information should be collected are: Parents of 7th
and 8th grade students in the Green School team teaching program.

The information collected will be: given to a staff planning group in the Green School.
This group will c:ambme the information from the community with student achievement -
mfarmat/an and student aﬁd faculty survey mfarmatlan to déVEIDp a set of




7 two " reasons: to provide information which will
“help staff make -a specific decision about some
aspect of . the school program, or to -provide
- "information which will suggest some possibilities to
< be considered by a planning group.
ca ThetGreen School staff are engaged in a
- planmng -effort to improve the team teaching
,program The mfarmatlcn collected from the
-parents wnII help school staff determine what
‘program changes might be needed. In another
~example, a planing group considered different
. ."ways: of dealing with the problem of declining
- enrollments. This group collected community
‘members’ perceptions of different reorganization
‘plans; Their suggestions. for the alternative use of
-’ existing facilities helped the planning group present
T alternatives which would have community support,
. Other projects may be conducted to obtain
- iﬁformatlon to help a school staff make a specific
- decision, For example, school district personnel
<. working under fiscal constraints may have to make
a specific decision about program cutbacks. They
could ﬁTESént concrete alternatives to community
members and use the information obtained to help
them decide which program to cut back. .

w0, Thus,in this section of the purpose statement,
~“your task ‘is to state why your survey is being
_conducted.

‘T ssue OF INTEREST

The ISSLIE Gf interest is the general question you
want to. pose. to. the cor’nmumty In the Green

,urveys are canducted for orie of -

Some ways of statmg the ;ssue are:

:'J'hDuld (a pragram) be changed?

be mpraved?

® . in what ways can (a program)
.. whn:h (alternatrve) is prefer

In all cases, the subject of the issue statement is the
specific schooi program, service, or function which-
is being considered from either a planning or
decision-making perspective.

TOPICS OF INTEREST

To clarify the issue of interest, it is helpful to
list more specific aspects of a school program, the
topics of interest, In our example, three particular -
aspects of the team teaching program’ were iden-
tified as specific topics of interest: (1) school-day -
schedule, (2) team organization, and (3} cur-
riculum, Two other examples of such an analysis -

_ follow:

1) School staff planning a career education
program wanted to obtain suggestions from
members of the community. They decided
that they needed community ideas on only
two aspects of the program, i.e., the use of
community resources and the scheduling of
regular,classes and work experiences. They
then listed these program aspects as their
topics of interest,

2) School staff seeking to improve their
elementary  reading program decided they:
needed information from parents regarding '
their children’s interests and reading habits.
They listed student interests and student -
reading habits as their topics of interest. - =

For this -section of your rjurpose statement, -
_therx clarify the specific aspects of a school
prOQrarn yDu ~want-to ask he commun' Y about




“able “to ‘furnish the information needed.
. foregoing example, the parents of 7th and 8th
grade students in the team teaching program are
the community members who will be affected by
whatever program changes are made; they should
be asked to provide the information.

‘In & situation where the revision of an ele-
mentary school curriculum is being considered,
school personnel will be interested in the percep-
tions of the people who are most concerned and
. have had the most recent experience with those
" programs. Parents of elementary school children
. should certainly be included in this survey, Parents
of:children currently enrolied in the junior high

P school may also have useful perceptions of the

“elementary school programs, On the other hand, a
survey concerning a community-based career edu-
- cation program for high school students could

-:*mvc:lve such community groups as parents of high

" school students, local employers, and perhaps even
parents of junior high school students.

Here are some examples of community groups
which may prove relevant in your survey,

parents of school children

« parents of elementary students
parents of middle school students
parents of any one grade of students

d- t::é those wHQse members are best_:;”{,,
In the

- vvparents of preﬁschcorl c l'dFEﬂ
*taxpayers (e g prt:perty DWﬁEr‘S)

all adult readents of the r:ornmumty
‘members of the business community ™
members of various civic organizations
recent high school graduates }
For this section of the purpose statement, list
the community groups from whom you will collect”
information. The planning sheet at the end of this
unit is designed to help you decide which groups
are most relevant, Later, at least one staff member
will compile a master list of the specific pecple
included in each group.

HOW THE INFORMATION
COLLECTED WILL BE USED

To complete the purpose statement, decide just--
how the information collected during your com- -
munity survey will be used. Exactly who will recaive-
this information and what will they do with it?"
In our example, the purpose statement shows that
a staff planning group will receive the information”
collected and combine it with other information to .-
develop recommendations on changing the tearﬂ
teaching program,

For this section of your purpose statement .
specify how the information collected will be used, .




xperience suggests 't one” c:f the problems every ;:Drnrnumty survey planmng graup
must canfrcnt ishow to limit- the s:c:)pe of thEIF survey CDﬂSIdEF these twca examples of dif-
rences in scope of c:ommunlty surveys : .

Example 1 WOODSIDE SCHOOL SYSTEM
PURPOSE STATEMENT

| 1. Background: The Hill Elementary School in the Woodside School .S‘ystem has been

“implementing a new intermediate language arts program for two years. Student progress . .
has been satisfactory, but staff members would like to find out what parents think of
the program before deciding whether or not to continue it for two more years,

2. - The issue of interest is: Should the intermediate language arts program be continued?

3. The topics of interest are: (1) the goals of the program, (2] the instructional materials |
being used, (3) the methods of reporting student progress, and (4) homework
assignments.

4. The community groups from whom information should be collected are: Parents of
students enrolled in grades 4, 5, and 6 at the Hill Elernentary School. »

5. The information will be: given to the principal and the language arts staff to help them
decide whether the intermediate language arts program should be c:~tinued for two.
more years.




' BERSON SCHOOL DISTRICT
 PURPOSE STATEMENT

1. Background: The Berson School District has a number of programs for the aduit
members of the community. District staff have decided to collect information from
members of the community to help them determine what improvements are needed in
school-community programs and services.

2. The issue of interest is; How can our schaal—mmmun/ty programs and services be
‘ lmpraved?

3. The topics of interest are: (1) adult education services, (2) school-community volunteer
system, K J;’, (3) PTA operations, K-12, (4) school district recreational services, and (6)
" senior citizen lunch program.

Parénts of all students, K- 72

Taxpayers

Senior Citizens

5. The information collected will be: used to help district staff determine the adequacy of
existing school-community programs and services and how they can be improved.

The experlence of other community survey groups suggests that an initial survey effc:rt
shauld be hrmted /n sc:ap& Ey Ilrnstmg the, survey, you. will.be. able to wi 1€
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PLANNING SHEET 1

Purpose ﬁtéte’fﬁgﬁ‘tf;w S

2. The issue of interest is
3. The topics of interest are:

Aruitoxt provided by Eic:
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Thie commu nity groups from whom information should be collected are:

The following questions are designed to help you decide which community members to
include in your survey.

—  Which members of the community are or are likely to be affected by the issue?

—  Which other members of the community can supply needed information?

— Which other taxpayers or residents might have ideas or views to contribute which
could affect your decision and/or supply information for your planning effort?

~ Which members of business, professional, or other groups might have ideas or views
~ on the decision or planning effort involved?

As a group, examine and discuss the answers filled in above; then list below the
community groups to be included in your survey.

Community Group

ERIC

Aruitoxt provided by Eic:



PLANNING SHEET 1 (Continued) -

:As a graup, d/scuss the foregamg list. Are there aﬂy subgraugs w:thm any ' £
cammunlty gfaups _that might ‘be expected to have different views that |
“relevant to. your sun/ey? (It may be he,pfu/ to refer to the Jist of cr::mmumt ¥ groups an
~ page 1-6 before answering this questlan.)

YES NO

List relevant subgroups below.

Examnine the above list to make sure that it includes all co
Included in your survey.

5. The information collected will be:

Reminder: Before progressiizg to the next activity, prepare
a final copy of this planning sheet. Be sure that your group
feels satisfied that the scape of the survey is prar:t:cal and
. that the purpose is worth achigving. o

Also, assign at least one member of the sunféy stsff tca _
compile a master list of all the members of each commun
ity group included in your survey. The master list should :
, provide 'the name,. addfes'i, snd telephane number of. ea:h

ERIC

Aruitoxt provided by Eic:
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' un "”-I.IS:tQ develap the SDECIfIC Issue related and demagraphic
questlcms whu:h y’c:u waﬂt to ask the cammumty gr@ups Idéﬂtlfled in, ycaur purpcsse

DEVELOPING ISSUE-RELATED QUESTIONS

An approach to developing issue-related questions is illustrated in Figure 1.

Issue of Interest = Topics = Subtopics = Questions

Figure 1. An Approach to Developing Issue-Related Questions —

This approach’ involves subdividing the issue of interest into topics of interest, breaking
each topic down into subtopics, and then developing questions for each subtopic. This
approach is useful because it helps survey group members to clarify what they want to ask
questions about before they get involved in the details of how best to word their questions.

‘When using this approach, you have the option of assigning different subtopics to different
people. This section describes this approach in three parts; (1) developing subtopics, (2)
developing questions, and (3) writing an open-ended and a closed question for each of the
general questions developed. Each of these parts provides directions, examples, and planning
sheets, -

[:;7 = ]
LY
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the tDpn: sc:hacsl day schedule mtertaam aCtlelES schedule, Iength le schm:)l day,,and
opportunities for library use. :

EXAMPLE — GREEN SCHOOL TOPICS AND SUBTOPICS
Issue of Interest: What changes are needed to improve the team teaching program?
Topic of Interest Subtopics

1. School-day schedule a. Interiéam activities schedule
b. Length of school day

c. Opportunities for library use

2. Team organization a. Mixed ability grouping
b. Team approach to student evaluation

3. Curriculum a. Reading program

b. Homework assignments

Use Planning Sheet 1 on the following page to Iist ’
topics and subtopics related to the /ssue of in terest
ldEnl‘IfIEd for your survey. N
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'PLANNING SHEET 1
Listing Topics and Subtopics

“~ As a.group, review and discuss your purpose statement: the issue of interest, the initial

list: Df topics, the community ‘groups included i the survey, and how the information
collected will be used. Then, working as a group, | ist the subtopics staff members feel are
related to the issue of interest and to each specific- topicraised. 7est the usefulness of each -
topic or subtopic you Jist by asking the foflowing queszins: Why do we want to raise this ..
topic? How will we use the information we obtain? Make sure that each tapu: or subtoplc,,; i
IIStEd is relatively clear cut and explicit. : '

Issue of Interest:

: Topic of Interest . L | . Subtopics




.~ Developing General Questions

- With Planning -Sheet 1 before you, your next
tasl§ is-to develop the general questions you want
.10 ask about each of the subtopics listed. Usually,
. different subtopics- are assigred to different

j"_'ccjmplermn ‘of this task, When this approach is
itaken, individual members first vwite questions on
‘ _one or rnore subtopics and ther the whole group
- meets-to review the questions developed and

members of the group in order to speed the

2.7

decide which ones they wish to use. Of course,
question development can also be accomplished as
a group effort, if you prefer,

Whichever approach you select, keep in mind
that the content of the guestions is the most
important consideration; the actual wording of
each question will be decided at a later time,

The example below shows the general questions
one staff member developed for the subtopic
mterteam activities schedule in the Green SChDGI
survey,

EXAMPLE ~ GENERAL QUESTIONS DEVELOPED
| FOR A SPECIFIC SUBTOPIC

 Topic: Schookday Schedule

lﬁterteam act:vmes schedule {Currently students in the team teachmg pragram

 Subtopic:
S take part in interteam activities befare and after school, i.e., between 8 and
9 a. m. and between 3 and 4 p.m.)
- General

Question 1: Isthecurrent schedule of interteam activities convenient?

General :
Question 2;: How important is it to extend this schedule so that students can partlmpate in _
: addltlDﬂS| interteam activities? Why?

Gerieral i
‘Question 3 If yDu could change the mterteam actlv:tles schedule what changes wc:uld
' T yDu make? : :

ta ask abﬂut each af your submp




ERIC

Aruitoxt provided by Eic:

PLANNING SHEET 2

- Developing General Questions

This planning sheet can be used for two purposes: (1) to develop general questions for
each of the subtopics involved in your survey and (2) to summarize the results of the
questions developed in your group review, As your group reviews each question, ask
vourselves: Will community response to this question provide lnfarmat/aﬂ which vwll help

us realize the purpose of our survey?

Topic:_ e e

L Subtopic SR . General Question

29




Deciding How to ﬁéfiﬁe T m make any mher response he or she would like to -
_Your General Questions R _ -.give,

Closed questions are especially useful :where
To help you decide how to refine those general alternative responses can be pre-determined, are
vestions listed on Planning Sheet 2, this section iimited "in number, and are relatively clear-cut.
yriefly reviews “the major types of questions, They are most appropriate for securing either
‘presents examples of each type, and provides a factual information or. 'predictableexpressi@ns of
planning sheet for preparing questions, opinion.
S 4 Closed questions are generally of two types:
Gigsed Questions . first, there are questions like 'how much”.
: (quantity), "how frequently,” “how much. in
A c:lc:sed quest:an provides a set of possible - ~ agreement,” “how good” (quality), or "how
respgnses The person . being questioned is in- important’’; these can best be-answered by: re-
structed to make a choice of the most appropriate sponses based upon a _continuous scale which -
Tesponse.. Thp number.of responses provided for a = indicates a gradual increase or decrease from one
'gwen quesu@n may run frorﬂ a simple choice response category to the next, Second, there are
tween 'yes'’ and ‘'no’’ a five-point or even " questions involving "which one,” "which type’’; "
even-point scale. Often a Eatcl"l'-—.'g“ response cate-  -these are typically-answered best by responses that

ory is included which follows the list of specific indicate differences. in kind. It is important to -
esponses provided. For yes-no response categories, determine what kind of information you wantto.
he ‘catch-all response category usually ‘is “‘don’t elicit before selecting the specific response.cate-
riow.” When a_list of specific responses has been ~ gories - for. each question. Some ~ examples of
‘fhvidé&j a catch-all response category, usually - formats which can be used for closed questions are
'G[hef enables the persan answgrmg the questlan s prowded belaw and on the followmg pages '

EXAMPLES CLDSED QUESTIDN FGFIMATS

l. Respaﬁse Choices Based on Continuous Scalas

A, Typgs of Three-Point Scale Responses

1, Quantity: -~ More ' - The Sarme : — Less

E Fretqgjgnsy; Always : - SDmgtimés — Never

3. Quality: Excellent ~  Good ~ Fair

4, lm,:mrtaﬁr:g} High Importance — Medium Importance — Low Importance
5. Agreement: ' Aqgree ~  Undecided — Disagree

S Ekamiples of questions:
S H:gh Medium Low ~ .
Impartaﬁce. Importance Importance

Hﬂv?impértéhf’é’g yau ihink’ it is that:

%l ImnH hcem sluclpmsciévelgp IEH(’JPF D LUl I N

ERIC

Aruitoxt provided by Eic:



B. Types of Four-Point Scale Responses

1. Frequency: = Always —_—
2. Agreernent:  Strongly —
Agree

Examples of questians:

Often
Agree

a. The work-study program shouid be expanded to

mcludé 10th grade students,

b. The current grading system should be changed.

C. Typess of Five-Point Scale Respaﬁséfs

1. Quantity: AGreat  —

‘ Deal
2. Frequency:  Always —_—
- 3. Quality: Excellent —

- '4., Agreement: 5Strongly - —
- ; Agree

Examples of questions:

8, How frequently. do you attend
. school board meetings?
- bz How frequently do you attend -
parent-teacher urganlzatlgn
. meetmg?

|1=Response Choices Involving Differences in Kind

A. Types of Two-Response Choices
1. Affirmation/Denial:
2. Which Pragfam
3. Whn:‘h Type

xamples af Questions:. :

child enjoys schcﬁl?

Seldom —— Never~

— Disagree —— Strongly
Disagree

SA A D sD

SA A D sD

More than — Average -— Lessthan —— Very
Average -~ Average Little
Often — Sometimes—-Seldom ~ —~ Never
Good — Acceptable— Fair — Poor
Agree ~— Undecided — Diségree = Strongly
Disagrea

Always - - Often- ~ “Sometimes  Seldom -~ Never

o o 0 = R

Yes — No

Mathematics  — Léngusge Arts

Self-Contained ——  Open Space

o Yes. “No

. On'the whcxle w::uld VDLJ say that yc:ur»

oes yn:mr chnld stucjv at hama?'

ERIC

Aruitoxt provided by Eic:




B, Types of Three-Response Choices
1. Affirmation/Denial /Uncertainty:
2. Which Program:
3. Which Type;
E xamples of Questions:
a. Which type of ph\;sicallafgaﬂi;fatit:ﬁal

— No o
Mathematics = — Language Arts ~— . Social Studies
Self-Contained — OpenSpace ~ Other

gtruc:turs w::uld you regamrﬂend ﬁ:r the new

2-13
Don‘t Know
Self-Contained a.

Open Space 0
Other

Smce chst questmri'; offer the respondent a
chmce among two or more responses, they focus
attentn:m on the specific topic being discussed and
pFDVIdE speclﬁc data on particular topics. The

- answers do not have to be written out and thedata’

‘j{ processing required is relatively fast™and -inex-

..pensive,

7 Closed “dquestions dc: not provide the respon-
dent s own formulation of a topic, information on
The context: frarﬂ which the respondent perceives
_the topic; or the reasons for the opinions ex-
“.pressed.. . Responses - thus' may not provide an

‘_ accurate alternative for a particular person. Also,

- since closed questions provide a limited number of

.‘responses, thew may irritate those people who do

"’;:'rit':it: frin;ifaﬁ alternative which expresses their view.

Dpen Ended QUES‘IIEDS

rather than one-limited to the responses prawded
The, respandent is.completely free to comment on

85[3@!138? QIVE.‘H 10 pFEVIDUS qUEStIDI"]S

‘Open- ended questmﬂs permit a free response '

v aspect of the ‘topic-of interest. Open-ended.
estions: can be designed to obtam facts, opinions,
attntudes, ‘a5 well-as to prabe for explanatlans of - v

»~QLI>ESt|DﬂS Df thls tvpe are approprlate when

elicit or when a broad range c:f respcnses isii e

expected. They are especnally useful when survey-
staff want to probe for more IﬂfDFmEtlDﬂ related
to a specific respons& ,

-Open-ended questions can be. asked in several
ways. For example, the questions below mlght be
used to collect mfgrmat:oﬂ -on a work-study
program, :

I, The topic-can be presented in ‘a single

questlon then a follow-up questnur\ can ber
ssked to elu:rt additional data:

A. What dr:: you know abgut the hlgh
school WDrk-Study program? : s
B. Where dld yau get your mforrﬂatncn?

fl. The tapzc can be introduced wuth one or
two brief statements followed by questnons
based on the staterﬁents presented:

A, The. work study program has been
under way for snx ‘mohths. :
L_}What do you like most ‘abcuf th
.. program? » &

2. What do you like Iéastébou the

o program? o "
3.~ 1 'you could change: the, work-s

Lpragram what chaﬁges




-B. Currently. only 12th grade students
participate in the work-study program,
but younger students have asked to be
included,

1. What do you think about offering
this program to 11th grade stu-
dents?

“Hi. The question can be an incomplete state-
ment which the respondent is asked to
" complete in his or her own words:

“A. The students m the work-study pro-
gram

B. The bé“léflfg of the work-study pro-
gram .

UIV. The qufest?c:ﬂ can be divided into parts

2t when multiple responses are likely.
- 'Sometimes you may wish to obtain
““““multiple responses to a particular question,
. such as naming three extracurricular
:’_ﬁactlvmes you would like the school tc)
" provide. In a case lir 2 this, it is suggested
“ “that separate questions be asked. For ex-
o "smple ask: What extracurricular -activity
.would you most like the school to provide?
~What other extracurricular ‘activity should
. _be provided? Is there a third extracurricular
: actlwty that you feel should be perded7

7 Open- ended (jUEStIDﬁS perrmt the respcmdent
- torreply freely in terms of personal perceptions of
" the topic. Responses to these questions may
ggest. relationships not originally anticipated, and

relatively complex and time-consuming task.

the length and quality of the answers can vary :
greatly from respondent to respondent. Thus, - -
c:deg the responses to open-ended questions is a

Closed Questions Followed by
Open-Ended Questions

By asking a closed question which is immedi-
ately followed by an open-ended question that asks
the respondent to elaborate on his or her answer,
you can combine the advantages of both types of
questions, Data processing is less complicated than
it would be if only open-ended questions were
asked, but freely expressed information.can still be
collected.

With this background on the types of questlc)ns
which can be asked, your next task is to refine the
wording of each general question listed on Planning
Sheet 2, (Note: Further refinement of your ques- -
tions may be needed when you prepare the data
collection. materials for. your survey in perfcrrrﬂmg;
Task 4.) :

To perform this task, members of your grcsup»}:h
may want to divide the ‘subtopics and related
guestions among themselves. Then, using copies of. -
Planning Sheet 3, each group member.should try.to .
write an open-ended and a closed question for eachr.i’"‘- 5
of the general qUEStIQﬂS assigned. Open-ended ques- -
tions are  more generally used in interviews and -
group meetings, while closed questions are more . -,
generally used in mail questionnaires. In perform-~
ing this task, you may find it difficult to word
certain questioﬂs in -both formats, In a.case like:
this make a note of whatever difficulty you en-:
countered as it may indicate that the genEralﬂ‘
question should be reworded. It may also have .
implications for your choice of a data collection
method when" you work through Unit: 3, After-all
of your general questions have been - refmed the
whole group may want to review the results’ to
make sure that the purposes of the: general ques-
tions have not been lcxst ~




The example provided below shows the pair of open- ended and closed questions one '
staff member develaped for a general question,

EXAMPLE — WRITING PAIRS OF ISSUE-RELATED QUESTIONS

Topic: School-day Schedule

Subtopic: Interteam activities schedule (Currently students in the team teachiﬁg program g
take part in interteam activities before and after school, i.e., between 8 and 9 a.m. and
between 3 and 4 p.m.) : '

Genera/ Questraﬁs

1. Is the current schedule of interteam-

activities convenient?

Refined Questions

a. Open-ended guestion:

How convenient is the current mterteam

activities schedule?

b. Closed question:

The current interteamn activities “Chedule is:

Very Convenient O
Convenient 0
Not Convenient O




217

PLANNING SHEET 3

Writing Pairs of Issue-Related Questions

Use a copy of this planning sheet for each subtopic. Fill in the topic and subtopic at the
top; then fill in the general questions to be used for this subtopic from the cepy of Planning
Sheet 2 completed by your group. Write an open-ended question and a closed question for
each of the general questions listed. Discuss each pair of questions and make sure that the
refined questions have the same purpose as the general questions on which they were based.
Finally, circle the question preferred by the group.

Topic: Subtopic: ___

General Questions Refined Questions
= = ‘i— == e S




DEVELOPING DEMOGRAPHIC QUESTIONS

- In'a community survey, demographic informa-
tion is usually gathered for one of two purposes.
First, such questions can be used to verify that a
respondent’ does belong to the community group
in which he or she has been listed as a member

(frequently, you may find that respondents have

changed groups or belong to more than one of the
groups included in your survey), Second, such
information can be used to determine whether the
respondents’ characteristics have any relationship
to their answers to specific questions. For example,
you may want to determine whether or not age or
sex can be related 1o a person’s answers to

219

particular questions, Thus, if you are going to ask. -
for any demographic information, you should- be -
planning to use it in interpreting your data,

When demographic questions: are -asked, it .is

strongly suggested that they follow-all of your

issue-related questions, since some of them may

raise sensitive topics (e.g., questions abc:ut the

respondent’s age).

Demographic information can be callected A
with either closed or open-ended guestions. Where
possible, closed questions should be used as the
responses will be easier to process. Some examples -
of both kinds of demographic qgesnans are prc:!- o
vided below. B

50 years or over __

Years of Residence in the Community

1115

L1620

o 5’::;“,3-,“,

C.‘htldren e

EXAMPLES - DEMOGRAPHIC QUESTIONS

/. Examples of Closed Demographic Questions

- Sex Age
Male  ____ 20 to 29 years
- Female 30 to 39 years
40 to 49 years ——

‘;‘,HGW many. chuldren do you have? Circle the aﬁperrlate number. -

Education
- High school incomplete — -

High school graduate —
Technical, trade, or business

school —
College incomplete —_—
College graduate —_—
Graduate school incomplete ____
Graduate school degree

21 or more

or ITIDTE




2:20

Indicate the number of yaur children enroiled in each grade (if none, leave blank).

K__ 5 9__
1 6 ____ 10___
7 M
3 8 12
4

1. Examples of Open-Ended Demographic Questions

What is the date of your birth? . o e

What is your occupation?_

: How many years have you lived in this (:t:)mmumty'?

chw many years of education have you completed? Inc:lude hlgh schcol co Ilege graduate '
ta:hmr:al trade, or business school in yc:)ur answer. »

How many children do you have? __

What are the ages of your children? _

in which school grades are your children enrolled? . - i o




PLANNING SHEET 4

Developing Demographic Questions

As a group, discuss and list below any demographic questions you may want to ask.
Review this list-in terms of the following questions: how will this demographic information
help us in considering the issue of interest? and how can we use the information collected in
processing and inferpreting our data?

Question Haw Respanses Wlll be Used

;\ “ The praject direc tor shnuld have E] r:ampigted copy.. af
e tﬁls planning shéet '

ERIC
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-INTRODUCTION

juestions to ask community members. At this

point, you need 10 make two decisions: (1) should
. “an_attempt be made to collect information from all
¢ ~of the members of the community groupslisted in
your purpose slalementor from a sampleofthose
people; (2) should mail guestionnaires, interviews
“(face-lo-face or telphone), or group meelings ke
‘uqed to r@lle«:t information,
“This unit preser’lls rnaterial to help you make
these - decisions. The first section provides an
overview of ‘the sarmpling. question, the second
describes the three data collection methods, and
.. the last section presents a strategy for making these
" decisions,

SAMPLING

. ~The people in a specific communily group are
f.é'-_freferred to as the popu lation. A sample isa group
" of people chosen lorellect the composition of thal
. population (community group). Sarmpling is 1he
" ‘process of selecting a group of people from agiven
population. who will reflect the composilion of
‘that entire population. Sampiing is usually used
when you cannol alford the costs associated with
_]El[hF‘FIﬂQ information from the entire popu lation,
In Appendix B, you will find a supplerment which
describes, in general IErﬂngleffEF&ﬂ! wavys (o select
asarmiple,

Assfgﬁval‘— least ore siaff rmernber (o study Appendix B. This
. - nerson will be able to advise the group on varfaussampling
- -considerations as you work through Unit 3,

* DATA COLLECTION METHODS

i Three data collection methads — queslionnaires,
‘interviews, and group meetings — are brielly
Ldescmbed in this section. The advanlages, disad-

ages. and ‘someaf
mch method are discussed.

i complating-Unit 2, you prepared a list of

the costs associa ted ‘with’

Questiénﬂa’iresu e N

hst of r:;uem:oﬁs togeaher

A qLE:slmnnalre is -

' W|th directions and &xamples ilustratimg bow - the =

guestions could be answered, Most commu iy
survey queslionnaires are sent to the rep ondents
by mail, although in cases where parenls ae fhe
respondents, the questionnaires can be serat hoome
with the students. Questionmaires generslly sk
closed questions. However, sometimes thtse ¢loestd
questions can be followed by open-ended guns
tions,

Some
snclude:

advantages of using queslicina#is

@ A large number of respondents can bt can
tacted simultaneously,

® Anonymily is possible wilh quest iorina jres.

@ Queslionnaires are usually lhe most tc=onosmi-
cal data collection method,

Some dlsadvantaggs of using questionna.irs

include:

o People frequently do not complele or retem
the questionnaires.

® There is no opportunity to clarify the me;m
ing of a question or a response.

® Compleling a questionnaire requits b:::jlh
reading and writing skills,

The costs associated wilh mail questionnai:is’
rmay include: time for staff (o prepare_ tym,
formal, pre-test, and mail the Questiorwnnamre; .
monitor the questionnaires returred; follonsup o -
unreturned questionnaires; code questionnal s zi|
responses; and prepare data summaries. O ther cossis
may mclude prlﬁtmr postage, and autafﬂatm d.’filla'
DFDC.ESSIﬂg, ifa camputer is. used

Aruitoxt provided by Eic:




(Faceto:Faceand

- An interview is a personalized method of collect-
ing data over the telephonenr in person, Any type
. .0of question car be used inan interview question-
~naire, although the value of open-ended questions

" can best be exploited through this method. Since

- interviewing requires trained personnel and a sub-
~ stantial amount of time, this method is usually
© most practical when only a small number of
responclentsis irvolved.

Some adwvantages of the irterview include:
‘@ Most of the interviews scheduled are con-
ducted,
.. @ Answering interview questions does not re-
qu ire speciFic reading orwriting skills.
® An interviewer can establish rapport with a
respondent and strengthen his or her motiva-
tion to reply,
@ An interviewer can clarify both questions and
answers, if necessary.

Some disadvantages of conducting interviews
“include:
e Training is required to prepare the inter-
- viewers ; recorded respanses may reflect inter-
viewer biasesin spite of training,
" w Inteviewing is a reltively more time-
 comsuming process thar other data collection
methods.
@ Interviewing can be costly if the personnel
conducting the interviewss mast be paid,

~The costs associated with conducting interviews
‘r'nay mt:iuda staff tirne to. prepare the Ietters afg

“and- the

linterview: QLJESUDHS. type, ..
'pre test the quezstmrana:re, trajm mter-’

b .;‘ Group Meetmgs B

* Group mEEtIﬂQE can be structured .to “collect:
mfgrrﬂaticn from participants as mdlv:duals, or’in
small groups. To insure that information is col-
lected, record sheets are used. Any type of
question can be asked, although open-ended ques-
tions are particularly useful for stimulating group
discussion of an issue and exploration of alter-
natives,

Some advantages of conducting group meetings
include:
» Participants are able to discuss multiple ap-
proaches to a problem or question,
® Participants can develop a better understand-
ing of the reasons for particular decisions.

Some disadvantages of conducting group meet-’
ings include:
@ All participants may not contribute.
e A skillful leader is needed to insure individual
participation,

& Social pressures may influence the responses
given,
e People are needed to record the data.

@ The group process frequently makes it diffi-
cult to gather complete data or, in some
instances, to keep the dISCUSSIDF‘i Fo«:used on
the agenda.

e The data collected may not accurately reflect -

the context in which the information was
provided.

The costs associated with conducting group
meetings may include staff time to: plan the
meeting; prepare invitations, ;
record sheets; type, format, and. pretest th
materlals tram gr‘DuD leaders and recorders

Aruitoxt provided by Eic:



G WHETHER TO SAMPLE ANDq\]\VIHICH»::_L T

QLLECTION METHDD TC? USE

'Ymur decisions on s.ampliﬁg aﬁd daia colicetion
“method are not independent decisions, They affect
"agach other and, in turn, are affected by a number
ool ather factors, This seclion presonts three of the

most critical of these factors: (1) the importance
“of trying to involve all of the members of each
“community .group included in your survey, (2) the
questions you wanl to ask, and (3) the cost of the

proposed survey, Some guidelines are provided in
. this section o help you consider these factors as
- you make vour decisions about sampling and
method, Planning sheets are also provided for your
- use in making these decisions.
- This section is organized in three steps. In the
first two steps, you will inake your initial decisions
regarding sampling and data collection method;
< then, in Step 3, you will reconsider thESF initial
“ducisions in terms of cost. :

“Step 1: Decide How Important [t Is to
“Try to Involve all Members of Each Cammunity
‘Group in Your Survey

Ideally, you might like to invite everyone to
~participate in your survey and to personally inter-
“yview each - person (o obtain the information
needed. In reality, you will seldom have the time
and resources needed. In the first step, you should
consider whether your survey is based upon an issue
‘of such importance that you would like to disregard
the ‘constraints of time and money, and iry to
. achieve the ideal. Consider the following questions:

a. 'Is your issue of such importance that you
“want to include all of the members of each
community group in your survey? Use
‘Planning. Sheet 1 (page 3-7) as a guide in
making this decision. Note: If you decide

artyaur |§sue is SO lmparlam that rﬂosl

_..indicate which method you: find mos

Is yaur issue. of suc:h
: Ashauld c:c:nduf:t :ﬁterwewﬁf ezthér face to-
face or. telephone ~ to. gather re: ,arisasf-
from “each community gr@up? O its,)
interviews would be the preferred data
collection method for you to use. If not,
you can consider using any of the three
data collection methods, Record vour
initial decision on Planning Sheet 1 (page
3-7). '

Step 2: Decide How Appropriate Your
Preferred Data Collection Method Is for the
Purpose of Your Survey

In this step, crilically examine each dala collec-
tion method in light of the purpose of your survey
and the specific questions you have developed,
Which of those methods would be best for your
survey? To answer this question, review the dis-
cussion of the three data collection methods
presented earlier in this unit, Remember:

® |nterviews can be used lo ask any type of
question but they are particularly suitable for
asking open-ended guestions which may re-
quire the use of probes to obtain complete
responses,

® Mail questionnaires generally use closed ques-
tions, although sometimes the closed
questions are followed by related open-ended
questions,

e Group meetings can be used 1o ask any type
of question although open-ended guestions
are particularly useful for stimulating group
discussion of an issue and exploration of
alternatives.

After examining the appropriateness of each
data callec:ngﬁ methad for: asking the que'"sugﬂs'é
you. have. developed, -tse Planning. :Sheet 1 (0
t appropri o

Lll‘ﬂEFICde rank= the lothe i

,;thew relative. appro

Aruitoxt provided by Eic:



'PLANNING SHEET 1~

Iriitial Sampling and Data Collection Mét‘h‘c:dﬁ Decisions .

Use this planning sheet to record your decisions about sampling and data collection
method made during Steps 1 and 2 and to reconcile any differences in method suggested by
those decisions.

Step 1: Initial Decisions Regarding Community Involvement

a. Is your issue of such importance that you want to incivde &% members of this

group?

To make this deci=ion, list the community groups included in your survey on the chart
below. Then note the size of each group (this information should be avaiiable from the staff
members who in Unit 1 were asked to study Appendix A and prepare master lists). Now,
indicate whether or not you want to include all members of each community group in your
survey. In cases where you answer is “no’’, you will need to decide how large a samplz you
want to select, Consult the staff member who was assigned to study Appendix B,

Is your issue of such importance
that you want to include all of
the members of this group?

Cémmuﬁinf Group Size* o \ o If no, ng}e
Yes No sample size
Total i | ' o ,

Y

b. Indicate below whether or not vour issue is of such importance that interviews’
should be conducted to gather information.

Yes [ No [

in

Gy

E(} 3

ERIC
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Step 2 Initial Decision Regarding Appropriateness of Method

Keeping in mind the purpose of your survey, the specific questions you want to ask, and
the discussion of the three data collection methods presented earlier in this unit, placea 1"
next to the data collection method which you feel would be most appropriate for your
survey and note the reasons for your choice. |f possible, numerically rank the other two

Memédﬁ - _ 7— rfﬁsﬁkihgl ] Reasons for Iﬁitriélrérhﬁigéﬂ B
Questimjﬁéirg - S 7 - — i i _
Interview T
Group Meeting o |

If in completing Step 1 you indicated that interviews should be conducted, but in
performing Step 2 you decided that another method is preferrad, review both steps from the
perspectives suggested and determine which of the alternative methods you prefer, Note
your preference below,

Preferred Method Reasons for Fraferenca

m
1T M n




ERIC

Aruitoxt provided by Eic:

ggnsiﬂér'xth‘é Cost Implications of Your Initial Decisions

in camplet v

Q'S‘téas 1 and 2, you decided whether Qr'halr’tb'égﬁéider sampling -and .
‘noted whnc:h data collection method would be’ most approprlate for the que-sllaﬂs you want.-

to ask . At this point, you should consider whether or not you can afford to implement your

initial decisions.

The chart below suggests the kinds of costs which may be incurred during a community
survey, whichever data collection rnethod is used. |t suggests that you consider survey costs
in terms of three activities: developing materials, collecting data, and processing the data.

Develupmg
Materials

Collecting
Data

Processing
Data

Persorinel

1. Survey Staff
2. Clerical Staf{

3. Experts or Consultants

Devel op materials

Depends on data
collection

mathod

Code and sum-
marize data

Type and format
materials

Deﬁends on dala
collection
method

Type data sum-
mary and report

Review materials

Tram mterwewers
or group meeting
leaders

Assist in design-

ing ways to sum-
marize data and
in reviewing
interpretations
of data

F’mduz:tmn of Matenals

DLJEIICatE suffuc:-
ent copies of data
collection materials

Duplicate coding
sheets for sum-
marizing data

|

. 3‘_;;“,TfEWE L.

Cammanlcatmnsﬁ ravel

1. Telephone

2. Postage

For telephone
interviews

For letters and
questionnaires

For interviewers

“| services.

Computer.




Deval_ pmg maten

tocover people’s time and prnductlan “osts:

‘The DTDJECt staff tlme in’ preparmg ‘the
materials.

Secretarial time in typing and formatting
the materials.

Possibly, the time of an expert to review
the materials.

Production costs include sufficient mate-
rials for the people being surveyed, to-
gether with enough extra copies for follow-
ing up nonrespondents,

The -costs of developing materials do not vary
_.greatly fromn one data collection method to an-

‘other;.

they are affected, however, by the scope and

i . &
- complexity of the survey.

2. Collecting data involves two basic types of
costs:

Staff time will vary by data collection
method. Questionnaires require staff time
to mail the survey materials, monitor the
returns and, if necessary, follow up any
nonrespondents. Interviews require staff
time for training on how to interview, for

-.~.5cheduling and conducting the interviews,

and for monitoring the progress of the
interviews. Group meetings require staff
time to mail letters of invitation and
maonitor returns, participate in training for
the roles staff are to play during the

B prlmarlly requires funds

‘ --Jmeetlng; ccnduu the maetmg Eﬂd DFQEF! 43
‘data after the rﬁeetmg ' ‘

._Cammumcat:gn and travel c@sts WI also
vary.: by .method. QuestIDnnalres requnre
postage for mailing and for returnmg
Interviews may involve mailing letters of
invitation, telephone calls to schedule the
interviews, and travel costs for the inter-
viewers. Group meetings may involve
letters of invitation and followup telephone
calls. Bath interviews and group meetings
involvel-mailing thank you letters to the
participants; questionnaires do not involve
such letters if they are anonymous.

3. Processing data involves primarily the cost of
staff time to code the responses, summ,ari‘zé
the data, and prepare the survey report.
Experts may be called on to help with these
tasks. The cost of processing the data depends
in part on the types of questions asked. The
responses to closed questions take less time to
code than the responses to open-ended gues-
tions. Other costs may involve the duplication
of coding sheets and computer services,

To gain a more detailed understanding of the
costs outlined above, you may -wish to glance
through Units 4, 5, 6, and 7 before preparing a cost )
estimate for your survey.




ERI!

PLANNING SHEET 2A"°

Estlmatmg Survey C:Dsts

“Use a copy of the chart below 10 estimate the funds needed for your survey. Note at the
top of this sheet the data collection method you prefer and the total number of people you
want to survey, (Thisinformation can be taken directly from Planning Sheet 1.)

Preferred Method _____ , Desired Number of Participants ____
Develapmg (:D"EEtiﬁg Processing Total
Materials | E{a‘;aﬁ Data |

) Pérsanne/

Survey Staff

2. Clerical Staff

3. Experts or Consul-

tants
- Production of Materials
Communication/Travel
1. Telephone
2. Postage
3. Travel

_ Other

‘FEdUi:lﬂg costs. and- ',éraw&es anot
*planning sheet which you-can use tc

Aruitoxt provided by Eic:



Red Uée Esﬁ

Step.d '(Dptlanal)

S ;;-'There are fcur genera! ways 10 reduce yaur cost estimates, These alternatlves are
_ Qutlmed below c:hec:k the cost cuttmg measures that yr::u ccmslr;ier practlcal

O Canszder samplmg One way ta reduce casts is to reduce the nurnber of people
included in your survey, For example, instead of inviting everyone to participate,
consider selecting a sample. |f you have already decided to draw a sample, consider
reducing the size of that sample (see Appendix B).

Consider using a different method. |f you were planning to conduct face-to-face
interviews, consider using telephone interviews. If you were planning to conduct
interviews or group meetings, consider using mail questionnaires.

O

Modify the questions to be asked. A survey involving a small number of questions
saves staff timeas well as printing and data processing costs. Similarly, using closed
questions rather than open-ended questions can reduce data processing costs,

a

) Reduce other costs, For example: use volunteers instead of paid personnel; tise less
expensive paper for your data collection materials; use a less costly class of postage.

Asa graup, discuss the pm:stb:h t:es mfarmus group members
ced and Step 2

= g m‘ééu::dmg fow best 10're duﬁe “
mméy Affer decldmg haﬁf your c:astx can be redueed us

ERIC
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- Uge a copy of the chart below to estimate the funds needed for your survey. Note at the:
top of this sheet the data collection method you prefer and the total number of people you
want to survey,

Preferred Method Desired Number of Participants ____ -

Developing Collecting Processing Total
Materials Data Data T
Personnel
1. Survey Staff
2. Clerical Staff
3. Experts or Consul-
‘tants
" Production of Matéfials
Comrnunication/Travel
1, Telephone |
2. Postage
3. Travel
Other

ERIC

Aruitoxt provided by Eic:



PLANNING SHEET 3

’ Rec@rd yaur final dPCISIDﬂS on samplmg and data collect:an method bel@w

i - o e et AR Ak Sarm:llng Number nf Peuple
% Community Group | Data Collection Method Vésﬁ No Tu Ee Survgye d

e ’ln cases where you have decided to draw a sample, you can use the master list as the total population from
: - which the sample will be drawn, . The, member of the survey staff who studied Appencjlx E'should draw

» included in each sample, - .

ERIC
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Unit 4 .

Developing Data Collection Materials

ERIC
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ldehﬂe @n‘develapmg data cc:llec.t:an matenals it IS Drgaﬂied mtD Mree sec:tmns

Mail ;Questiaﬂnaires o pages 4 5 tD 4 ‘IZ

Interviews pages 4-13 to 4-23

Group Meetings pages 4-25 to 4-44
Each section includes a brief introduction to the method, examples of data collection
materials, and guidelines for editing, formatting, pre-testing, revising, and duplicating such

materials. Each section is complete in itself —~ if you read the information presented on
more than one data collection method, you will note some repetition.

If you have not had any experience in developing data collection materials, you may
~ want to obtain some technical help. This help may be in the form of an expert who works
“through this unit with you, or it may simply be an expert’s review of the materials you
develop.

ERIC
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MAIL QUESTIONNAIRES




INTRDDUCTICN

Althcugh a que%tlDﬁﬂdlrE can be dlstrlbuted to ‘respondents in a number of ways, it is

usually thought of as a "mail guestionnaire,”’
Since a questionnaire is, in essence, a self-contained instrument, its effectiveness is s@lely

dependent on the clarity and Iogm of the directions and the cooperation of the respondents.
Most effective questionnaires include directions for answering the questions, some examples
of questions which have been answered, and the actual questions respondents are expected
to answer. , .
To encourage the respondents 1o cooperate, your questionnaire should be accompanied
by @ covering letter or statement explaining the purpose of the survey and the importance of
the responcdent’s assistance, Consider including the following kinds of information-in'such a
~letter: -
1. The name and address of the school/district conducting the survey.
2. Introductory remarks (the purpose of the survey and how the data will be used).
3. The Iﬂ“IFiOFtaﬁCE of the respondent’s role in the survey.

c 4. An indication that all responses will be confidential or anonymous and that they w:ll
o ‘be summarized s0_that mdwn:lual resp@ndents cannot be IdEﬁtlfIEd

6. -A reasonable tlrne I:rr‘nt far returmr‘ng Thp questlonnalre — perhaps a week to ten
~days. ) .

“7 7. An indication that the community may receive more information abou?
in the local newspaper or school d|str|m huiietin, You might ‘also want ! 2
télephone number -for use by any -respondents-who want more information on e
survey .- ' '

A sttage F‘ald return envelope should be enclosed which respondents can use 10 returr‘l

their completed questionnaires.
An example of a covering letter that includes some of the points mentioned abc:ve is .

supplied on the fallowing page.

ERIC
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. tance and introduc- —

“how the infarmstian
‘will be used) - -

“Indication-that re-... -
-sponses will be

~ be returned

EXAMPLE OF ACOVER LETTER

Name and address of
the district and/or
school conducting
the survey.

Respondent’s impor-

tory remarks (purpose
of the survey and

|

confidential

Estimate of time
required and date
questionnaire should

,smned 10

MAIN TD\NNSHIP ‘:'CH(“)( L DISTRICT:

Harris High School

120 Sou:th Main Street
Newtown, Massachusetls

October 8, 1975
Dear Community Member:

Harris High School is eager to learn what you think about
many aspects of our school. We hope your responses on the

~~enclosed questionnaire will express your particular concerns

and willlead to a better relationship betwe@n school and

‘community.-Our-hope is that your responses will help 3 to

lmprave Harris High Sch@r,

“Your answers will be C‘Dmpletely conﬂdenual and you :

will not be identified by name in any repcxrt on l‘hls surve 7.

We hope you will be able to rDmplete th|5 questionnaire -
(it takes approximately 15 minutes to fill out) and. return it - -

~-to us in the enclosed envelope by October-13th. We appreci-

ate your willingness to respond to this questionnaire and
hope you will share your opinions with us so that decisions
about Harris High School can better reflect the- vnewpamts of
parents and other community members. :

Sincerely,

/;L ‘5 ﬁtﬂéﬂ’f f:

JDhn S. Ftoberts Assistant F‘rmc:up*al
and F’rggec[ Dlrector

In this example, confidentiality was promised to
uestlanﬁanres tr:) rnamtam z:cmﬁdentrahty whule enablmg survey staff o

all-respondents. Code numbers can be




Examples based on questionnaires actually used in community surveys are provided
below and on the following page. The first example is a one-page, single question form
_ which was used in a survey conducted in the Alberson School District. Note the brief
iniroductory statement and the directions. Also note that the return of the questionnaire
was simplified by supplying a return envelope.

EXAMPLE OF A ONE-PAGE QUESTIONNAIRE

ALBERSON SCHOOL DISTRICT

Community Survey

October 20, 1975':

Dear F‘arem:
' A% you -Know, ‘changes- in. student. enraliment flgues have made: it necessary to
revise -the transportaticn schedule and schnci Dpenmg time” for the Westside Schaol . ...
- Community members who attended the meeting at the Westside School on October 10
wiscussed various possible schedule revisions. The following. suggestions for a new
school opening time were made Will you please indicate your first, seccnd and thwd

chotices below:

Wests.de School

8:00 ____

Usmg the stamped ;—;nvelepe encl@sed please return this- form t(:) the\ stSide

SchDaI by November 1, Many thanks.
ﬂf [ lery 747;;2 -

~ Mary Hyatt. - L
""""._;urvey Dlrf;cttjf




The second example shows one page from a mail questionnaire used in a survey
conducted by the Berson School. Note the instructions te the respondent, the clarifying
example. the questions and response formats, and the instructions for returning the
guestionniaire, Also note the punchcard numbers on the rlght -hand side of the examp.e
these were added to facilitate automatic data processing;

EXAMPLE SHOWING ONE PAGE FROM A QUESTIONNAIRE

Instructions | Reau b s -»cements below and check the space on the right to
for respond- | indicate fii.. inportant you think each goal js. Your answers will be
ingta —m=| completely anonymous, therefore, you need not put your name on

questions this questinnnaire.
Example: High Medium Low
Impartance  Importance Importance
GOAL o . .
The stuvent should be able ]
X
ro listen, speak, read and - __ _ —
write.
GOALS - ' High Medium . . Low

"Importance  Importance Imporiance

The student should | . .

have the knowledge and skills

neadad 1o obtain amploy- ==
I
“ment. - — —_— : 6
be prepared m en[u rDHLge _ e M T
develop crilical lhmklﬂg 1. - !
‘abilities. — —_— —_— | .8 : -
be able to converse in a fo- I I
eign language. L - S : : ,
uge Imsure me wisely . _ k - — 101
develop respes ! s st and I [
others. 7 - e —_— : 11
respect theps ooty of | :
others. ' - N —_— 2
participate in community : I
service a(’tl\fl[IPS e . - | 13 :
lde‘FSfdﬂd our system Ol 11 |
,qc;.rﬁfnme,v L o L . 1141
(|

'lnstruz:nans ‘When you have rumplen:d this augs I@ﬂn;ur@, please us the stamped
envelope enclosed to return it to the Berson &;chac;l P -ase return the
CIUF"%erﬁﬂdlrf’ hy Nﬁwm_,tﬁr 1 Thdnl" you.. ‘

.farr' urn- -
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GUIDELINES FOR EDITING AND
'REVISING QUESTIONS ' ,
- In completing Unit 2, you developed a list of

fjuestions  you wanted

to ask members of the

community groups included in your survey. Before
“using your questions, it is suggested that you edit
_and revise them in accordance with the guidelines
provided below,

Question Content -

1.

Py

Is this question needed? [s the point ex-
plored in this guestion already covered by
othar questions?

Does this guestion cover too many noints?
If so, can it be FEWFI[[EH as two or more
guestions?

Is this question concrete eriough? Can it be
“more directly related to the respondents’
persaﬂal experience? Do respondents have
_the knowledge and/or experience needed to

answer this question?

~ 'Question Wording
1.

Is this question simple, understandable, and

as bnef as pc:\SSIb.

Is thzs questnon unblased —is it pr sented
in a neutral way so that neithur positive nor
negative answers are suggested? Or, is the.

wording of this guestion -likely to be
objectionable -in- any. way to the
respondents?

Can any of the open-cnd=d questions be
gasily answered with such ‘responses as

- "'yes,”” ""no,"”" or ""don’t know"'? If so, such
. questu;ms shou'd be rewritten,

' Does the wordmg of the open- ended q_;as-

tions allow responc‘:ents ‘complete freedom

. “,_ﬁ,to respcmd?

Vlf' any - closed - questlcms are bemg asked, -
-Ahave the  most appropruate “kinds ‘of re- ...
7"[3(3['353 categenes been perded for. thgm?” -

FORMATTING A QUESTIONNAIRE -

1.

PRE*TESTING A QUESTIDNNAIRE »

b Spacing and

a:

Choose - a layout and typography -which
make the questionnaire easy to read and to
complete, Ideas on the format .can be
obtained by studyiny examples of effective’
questionnaires “and from school: district
personnel who are familiar with graphn:s
and prmted materiale,

Group- the questions by subtopic and ar<’
range them on enough pages (o allow easyv'
reading. :

a. The questionnaire should sppeaf gasy’
to complete. This can be accomplished
by requiring very little writing by the
respondent and/or. by arranging the
various items so that the quesnanna:re .
does not seem crowded. : :

!‘ﬂdEﬂtatIOﬁ ~should “be -
uniform, Be consistent in lining up the -
numbers, -questions, and resp@nse?'
spaCES {boxes, scaie items, blank lines). -

Provide st.. iciant ﬁpace for the - re-
sponses to open-ended questnans £

Consider using headinas ar 1raﬂ5|t|0ﬁal,r )
sentences to chaﬁ : nqc:‘ in IQDHZ; :

o

" Provide spacﬂ at' ¢1e-end- of thﬂ quas- |
tionnaire for any- additional commer‘;t’ e
the respoﬁdent may wish to ma'f g

e. Make su. e that eveiy quest Oﬁ has a
number and that the questions are
numbered consecutively, §

f. . 1f-you intend to have the respoﬁses to"l'
~questions machine-processed, ask some- :
~one familiar with computers to-help::.

format: :the quast:ahnalre to famlltategﬂ;
key. pum:hmg ' o

. F‘re tesur'g a questmﬁﬁa reis eﬂsntxal Infor

talned fl’Drﬁ the pre te,




ERI

-questions be revised? Is enough room provided on

‘the questionnaire for the answers? How long does

it take to complete the questionnaire? The follow-

“ing pre test procedures are suggested

: L Fre test the questionnaire with ﬂve o ten
“members of the community group included

“in your survey, These people should not.

“participate as respondents when informa-
tlc:n is collected at a later time,

2. After each part-pant completes the ques-
tionnaire, he or she should be asked to

discuss -any changes needed in the direc--

tians or the questions,

3 Analyze the compleied questionnaires and
“the respondents’ comments to identify any
_rewsmm that should be made,

4, Give
personnel

the pre 1est questmﬁnalres to the
in -charge of whatever data

“processing is planned. Pre-test data can help.

you check the adequacy of the procedures
you intend to use to Drclcess the data

©.5, Estimate the amc:unt of time needed to fill
out  the questionnaire to be sure that it
does not take too long,

PREPARATION OF FINAL MATERIALS
Revision

Revise your questionnaire in accordance vith
pre-test findings. |f extensive changes are made, the
revised guestionnaire should also be tested.

Euplicating

Check the master list or the sample drawn for
each -community--group to see how many people
are included in the project. Then, meet with the
person in charge «{ duplicating the questionnaire
and make a final decision concerning -printing or .

xeroxing, Have extra copies of the guestionnaire.

made. for fcliow-up use, public relations, and "
docuineritation. You may want to include a copy
of the questionnaire in your report.on the survey, "

Now, using the information presented above, .
take the issuerelated and demographic questions
you developed in Unit 2 and arrange them in an_
appropriate format for a g estionnaire; then pre-
test, revise, -and duphcate the qUES’(IOnf’IEIFE fa :
yDur survey : s

If yaua[sa plan to conduct. interviews to colléct data, =
continue reading; if you plan te conduct group meetings,
turn to page 4 25, Dtherw:se ye:*u have completed Unit 4.
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INTERVIEWS




INTRODUCTION

Interviews can be conducted in two ways: face-to-face or by telephone, Both approaches
are basically the same except for the eye contact possible in a face-iu ace interview. The

~ discussions in this section are based on the general principles that are common to both

arjproaches Some suggastions on initiating telephone interviews will be provided later.

v ‘To encu.rage people to participate, a letter should be sent out which explains the
purpose of the survey and the importance of community participation. Consider including
the following kinds of information in such a letter.

1. The nameand address of the school/district conducting the survey.

2. - Introductcry remarks _(the purpose uf the sur’veyénd how the data will be used),

3. Theimportance of community participation in-the survey.

4, An estimate of the time rEﬁuired for théimerview

5. An indication that all responses will be CGﬂfldEﬂtla| ’

6. An indication that the community may receive more infarmation ahout the survey -~

. 7. in the local newspaper or school district bulletin. You might also want to iﬁclude a
' tele;:hc;r\e number for.use by anyone who-wants more information on the survey.

The Ietter should ‘also indicate that someone will contact the recipient 10 schedule the
interview at a convenient time, An example of a letter used to invite people to participate in
-an interview is ;:ervuded on the following page. The letter includes some of the pomts
‘mentioned above

ERIC
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Name and address of

the district and/or —e=

school conducting the
survey.

Purpose of the survey
and community par— e
ticipation planned

/nvitation to partici-
~ pate and indication —s=
that an interview will -
be scheduled

Indica tion that re-
sponses will be
confidential

EXAMPLE OF AN INVITATION

MAIN TOWNSHIP SCHOOL DISTRICT
110 Walnut Boulevard, Main Township, Maryland
301-212-6700

October 1, 1975

Dear Mrs. Backer:

We have decided to attempt to identify the mu-t
important problems of violence and disruption in Hood High
School in terms of the perceptions of parents, students, and
school staff and to collect suggestions from members of these
groups on possible solutions, :

To this end, a series c\f interviews are being planned with
the paremﬁs of Hood High School students. We hope that you'

will-participate in this survey. Accordingly, we have asked Pat -

Jones, one of the parents who has volunteered to help wnth:“'}*
this survey, to contact you and schedule a convenient time'to - 3

interview you during the next two weeks. It should take no o
~ more than 30 minutes to carﬁplete thls interview, L

Please be - assured -that_all mformanm gathered in this
"survey will be confidential. - : S

Your assistance will be very useful in helping us improve -
the situation in Hood High School. Thank you for your -
cooperation. A c

Sincerely y(:)urs

ZJ’L C, /;710‘4%7

7,JD w2 Mully
’ Sup;@fmtendent




The effectiveness of an interview depends on the

. ability of the interviewer to establish and maintain

rapport- with the respondent, the clarity of the

“questions and instructicns included on the inter

view questionnare,
respondent,

An interview is a DEFSOﬂaHEEd approack
gathering information. A skilled interviewer is ole
to establish rapport by setting the respondent at

and the cooperation of Ui

“ease. Usually, this is accomplished by having the
< “interviewer present the background and the pur-
-pose of the interview, The interviewer then irigs to
“create and maintain an attitude that is neutral yet

friendly to encourage the respondent to share

~information and confidences with a stranger. The

respOndent should be made to feel that he or she is
sharing information, attitudes, feelings, and beliefs
with someone who is interested and who under-

‘vvistaﬂds An effective interviewer can facilitate this

ES, ”Uhhuh,” u|‘

rapport with well-timed yet neutral comments such
see,” or “I understand.”

interviewer must be an interested listener because

lf the respondent senses any dlsmterest, boredom, -

The -

or irritation, he or she may lose any sense of
importance that might have been associated with
the experience, resulting in low qualily responses
or even-in the termination of the interview, If the
respondent attempts to terminate the interview
before it has been completed, the interviewer
might say, I have just a few more questions.” If
this approach is not effective, the interviewer
might offer to schedule more time later or-to call
back at a more r:(;mvemem time to Cornplele the
interview, , .
The questions the interviewer asks and Ihe
instructions provided for the interviewer on the
questionnaire must be clear and straightforward,
Often, however, the interviewer can be given a. -
degree of latitude to clarify and interpret questions
or even to change the sequence and the wording @f'
the questicns. The ground. rules 7 making such -
changes should be based on pre-test results and the
advice of any experts consulted, : . L
“An example of instructions for interviewers 15,'
pr@vnded ljelow :

When mtr‘Dducmg (b nterview—

8 P= brlef, castiai,
‘sursey:

ideas. For instance,

When askmg the questlans;a

asntlswarded BT

ERIC
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,INSTRUCTIQNS FOR INTERVIEWERS

and t‘tosmve Intrudm:e younself and Explalﬁ the purpo..
"Good rorring. 1'm Pat Jones. As you know we are working on a project
~concerning innovations m ‘erhool programs. We would like to get a few of you
" and read the first question, - :

® ‘Answer any questions the respondent may have — how he or she was selected for:
‘the interview, more detailed mformatlon on the Survey

» indn:ate that the interview ls nc‘)t a test - there are no rlght or wrong answers.

L X ‘Follow the mstrucncms wrlttern next 16 the queﬂ:@ns Ask each: quez?mn exacf y

. If“the regpondent mdlcates that a questlor\ is um:lear repeat lg

e of the

& question’slowly™ =
ndent stni has dxffn:ulty understa le : '




® Spaced periods (.. .) indicate places where you should pause when you are asking

the questions.

® Underlined wvords should be stressed when you are asking the questions.

When obtaining the resporises—

® Be friendly and courteous; do nct express personal reactions to the respondent’s

replies. S )

e If the respondent’s reply is too general, vague, or incomplete, ask neutral
follow-up "questions to obtain a more complete response. Note all follow-up
questions asked on the interview questionnaire.

When recording the responses—

® |f time permits and the respondents agree, interviews can be tape recorded,

® For closed questions, circle or check the answer that comes closest to the
respondent’s reply. Record the responses to open-ended questions accurately as
the respondent is speaking, omitting “'an,"” “the,” “'you know.,"” etc. It is perfectly.

acceptable to ask the respondent to wait until the response has been recorded.,

After completing the interview—
: © ® As soon as each interview has been cr\mﬁleted and before the resp@ndent Ieaves
Chez:k the quesnonﬂaurg for Ieglblhty Eeccﬂmy, and CDrﬁpleteness

‘ assistanfe

o b\, a gcu:d time?"’

Initiating Telephone Interviews

A telephone -interviewer should "begin with a confident request for the respondent’s
i "Mrs. Jones, | am calling on behalf of the Chelten Hills Schools and need about:
- five ' minutes of your time.” This direct request for cooperation is usually effective. If the,:

' ’espaﬂdent is hesitant the interviewer can add, "“Ws 1ived.to have your opinion: w;ll you
help?*’ ' If the respondent expresses further hesnar‘n:y o outright refusal, the interviewer

mi Ht say, "if an@tx.er tlme would be more con: senisnt for vou, | can call back! When wgu;_d b
g , : d =

On.the fcr‘)ll,sjwlragi

ERIC
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- Instructions for the

EXAMPLE OF A PAGE FROM AN INTERVIEW QUESTIOMNARE

Spaced periods indicate
that interviewer should

11,

In your opinion .
public schools particularly effective? -

interviewer

. in what ways are the Main Townshig! 36- 237 42. !43;

pause. o

: - — —— — —_— 38-39 44.
‘Underline indicates that - —

interviewer should stress R e _ 40- 41

key words. E:D
Sufficient space for record- - — B B R

ing the response. L m—— — _ N _

Space around question 12. What information would you like to receive about the 46.47 52 .53
where interviewer can  —=| -Main Township public schools? E:LJ L_D -

- record any changes made - :
in the wﬂrdlng of the . — - — —— = 1 48, 49.54 - 65
‘question,
- - —— S— — — SD 51

Furn:h c:ard tgalumn ﬁurnbers_ fn:r

» es reguﬂes




Iﬁsrruériéﬁfar the fF RESPONDENT HAS CHILDREN IN SCHOOL AS
interviewer — DETERMINED FROM QQ. 1and 2, ASK Q. 13, OTHER-
- WISE SKIPTO Q. 16.

1 3. Did you attend the PTA ﬂEEtlng last September where
the topic was how parents could increase the interest of
theer children in their school work?

{ INTERVIEWER CIRCLE 10r2 | [VYES] 1

Na 2

IF RESPONDENT ANSWERS "YES” T0 Q. 13, ASKQ 14
DTHERWISE SKIPTOQ, 186.

14 Have you tried any r::f the FﬁethDdS suggested?

LINTEHVIEWEP CIHCLE‘IarZI VeS| 1
77777 NO |2
IF RES-ONDENT ANSWERS “YES” TO Q. 14, ASK Q. 15.
OTHE. _JVISESKIPTOQY6. . .

15. Which anes?_

--16, People have diffefeﬁt»reaséﬁ_s for wanting their children
.- to get an education, What are the chief reasons that -
come to your mind?

INTERVIEWER: - || Togetbetterjobs |1

Circle the numbers that || To get along better with |

-| most closely correspond | |- people at all levels of 2
to tha respondent’s ra nly society '

or T'E?C:hf reps:pép‘se | To make more money— 3
unaer -Other. || _achieve financial success

TD elevate social status 14

TD attam self-saﬂsfactu:n ‘5

“To stlmulate theur rmnds 6
~ Other (SPECIFY):-




IR |

g = IHH

122
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GUIDELINES FOR EDITING AND
REVISING QUESTIONS

In completing Unit 2, yvoo developed a list of
questions you wantoed to ask mernbers of the
community groups included in the survey, Any
type of question can ne used in an interview
cuestionnaire, although the value of open-endaod
questions can bost be oxploited  through  this
method, Before nrganizing your queslions into an
cagoestecd that you
the

mterview cpaestionnaire, il
adit them in gocordanae with
aquidalines provided below,

aned reviso

Question Content
1. 15 this question needod? s the paint explored
in this question already covered by other
questions?
2. Does this guestion cover too many points? If
50, can it be rewritten as two or more
questions?

L

. Is this question concreie enough? Can it be
more directly related to the respondents’
personal experience? Do respondents have the
knowledge and/or experience needed to
answer this question?

Question Wording
1. Is this question simple, understandable, and as
brief as possible?

fu

. |5 this question unbiased — is it presented in a
neutral way so that neither positive nor
negative answers are suggested? Or is the
wording of this question likely to be objec-
tionable in any way to the respondents?

. Can any of the open-ended guestions be easily

answered with such responses as’‘ves,”” “'no,”’

or “don’t know"? |f 50, such questions should
be rewritten,

L2

4, Does the wording of the open-ended ques-
tions allow respondents complete freedom to
respond?

RIC
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B any closed questions are being asked, haye
the most appropriate kinds ol
calegories been provided for then? Are tho

vinderstandahle,  specifie,

Frsponge
response formats
and adequate?

FORMATTING AN INTERVIEW
QUESTIONNAIRE

1. Choose o layout and typography which mgke
the questionnaire easy loread aincd to complete,
ldeas on the formal can be obhtained hy
studying examples of offective intarview ques-
tionnaires and from school personnel who are
familiar with graphics and printed materials.

Il

Provide space on the cover or on the first page
for any information the interviewer is o
convey to the respondents or record. This
information may include:
a. The name of the school or district conduct-
ing the survey,
b, The purpose of the survey.
Identifying information to be included:
name of interviewer, date and time of the
interview, and the name of the respondent
—if recessary. |f the respondent’'s name is
needed, explain that the information col-
lected will be summarized and that all
information will be confidential,

n

3. Group the questions by subtopic and arrange
them on enough pages to allow easy reading.

a. Do not crowd the items on each page.
Spacing and indentation of questions
should be uniform. Be consistent in lining
up the numbers, questions, and response
spaces (i.e., boxes, scale iterns, blank lines).
Provide sufficient space for recording the
responses to opén-ended questions.

b. Always allow space around each question

where the interviewer can record any

changes made in the wording of the ques-

-4 tion,



Use symibols to highlight any special in-
struction s for the interviewer on asking the
(litshiens,

e For example, f you wish the intor-
vibwer 10 piuse al certain points in g
partclar insert  spaced
perinds at those points "0n the whole

Cowhat do yvou think of the proposed
work studdy program?”

CUESLON,

o |f you wish the interviewer (o stress
Foveowords inoa rpestion, utiderline the
words 1o be cmphasized—e.q., "Would
vour like to have more time with the
teacher, less time, or about as much

tineas yvou do now?'”

As you arrange each guestion on the page,
corsider whether or not 1t is suitable for
prohing.

e If the guestion is related to a (o
which you wish to explore in some
depth, provide adequate space to
record the response. For example,

7. What benelits do you think studen(s
will obtain from the work-study
program?

2. PROEBE: Could you tell me a little
more?

O

ERIC
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2, Provide specific, boxed instructions for the

interviewer on how o record the responses
1o closed questions, For axample,

3. Would you prefer having student
trainees in your office in the morn-
ing or in the afternoon?

INTERVIEWER CHECK ONE

g , _, Either
1 Morning (0 Afternoon 1 ...
i Time
— N ——
f.  Consider using headings or transitional
sentences 10 indicate a change in topic or
type of guestion

g. Make sure that every queslion has a num-
ber and tha! the guestions are numbered
consecutively.

h. Provide space at the end of the question-
naire where the interviewer can record any
additional comments the respondent may
wish to make,

i, If you intend to have the responses to
questions machine-processer, ask someone
familiar with computers to help format the
guestionnaire to facilitate key punching.

PRE-TESTING AN INTERVIEW
QUESTIONNAIRE

Pre-testing an interview questionnaire is es-
sential, Information obtained from the pre-test
should provide answers to the following questions:
Does the guestionnaire provide sutficient guidance
to enable the interviewer to obtain and record
complete responses? Are the questions clear or
should some of the questions be revised? s enough
room provided on the guestionnaire to record the
responses given? How long will it take to conduct



each interview? The following pre-test procedures
are suguested:
1. Conduect practice inierviews:
Have one or Wwo interviewers interview a
couple of respondents individuatly and
complete the questionnpaires, Respondents
in the pra-test shoutd be members of the
community groups included in the survey;
however, they should not be interviewed in
the actual survey,
If you are pre-testing the questionnaire for
a telephone interview, the interviewer and
the respondent should be separated by a
partiticn o+ screen to simulate vpice con-
tact only,

P

Obsarve the practice inferviews:

A third person should observe each inter-
view. For each question, the observer
should record what actually happens during
the practice interview—what the inter-
viewer says and what the respondent says.
The observer's notes should include any
changes the interviewer makes to facilitate
data collection, The comments of the
interviewer and the observer will be used to
determine what revisions are needed in the
questionnaire,

G

Tape record the interviews for later analy-
sis, iIf possible:

Transcribing and listening to pre-test tapes
are high cost activities. The tapes should be
used to clarify any unclear portions of the
observer’s notes,

4. Critique the practice interviews:

Analyze the completed guestionnaires, the

observers’ reporls, and the tapes to identify

any revisions that should be made in the
questionnaire,

a. Instructions should help the interviewer
to ask each question and to obtain and
record a complete and accurate re-
sponse,

423

ho The questiops  (content,  wording)
should be cledr and sy 10 answir,
they should atse elicit the mlormation
needed. Make sure that the response
choices provided for closed questions
are adequate and that enough space has
been provided lo record the responses
to open-endecd auestions,

5. Give the nbserver's notes and the pre-test
questionnaires to the personnel in charge of
whatever data processing is planned. Pre-
test data can help you check the adequacy

Estimate the amount of time needed to
conduct each interview,

m‘

PREPARATION OF FINAL MATERIALS
Revision

Revise your intarview guestionnaire in accord-
ance with pre-test findings, If extensive changes are
made, the revised questionnaire should also be
tested.

Duplicating

Check the master list or the sample drawn for
gach community group to see how many people
are included in the project and meet with the
person in charge of duplicating the interview
guestionnaire. Make a final decision concerning
printing or xeroxing. Have extra copies of the
duestionnaire made in case the interviewers want
t0 recopy responses onto a clean questionnaire, use
them for public relations or for documentation.
You may want to include a copy of the question-
maire in your report on the survey,

Now, using the information presented above,
take the issue-related and demographic questions
you developed in Unit 2 and arrange them in an
appropriate format for an interview questionnaire;
then pre-test, revise, and duplicate the interview
guestionnaire for your survey,

If you also plan to conduct group meetings to collect data,
continue reading. Otherwise, you have completed Unit 4,

ERIC

Aruitoxt provided by Eic:



GROUP MEETINGS




O
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INTRODUCTION

Giroup meetindgs provide an opportunity for discussion among the participants so tha
they can cover irany dimensions of an ssue as well as develop mdividual and grong
picdgrnents abont problems and potentsd solotions, The effectivenoss of a Jroupy meeiing
depends on the activities plannad and the materials developee for the participants. Group
maeeting miterials can be designed 1o structice the flow of activites in both large and small
qroup settngs and 10 ensure a record of individhiial as well gs group positions on the issaes,

The group leader plays an important role since inany grodp imeeting interaction oceurs
among the members of the group and between the membens and the leader, therefore, the
leader’s actions and comments influence the information gathering process. He or she should
mtroduce wich activity, encourage participation, hsien attentively, ask quostions (o help
group maembers clartfy their comments, and make 1t clear that every group member g a
patential source of information, a person with knowledge, skills, and attitades that are
important. At the same time, however, the leador will need 1o exercise some control over
the discussion to keop it focused on the issue al hand and, as the discussion procecds, to
coordinate, clarify, and summarize the participants’ commen(s,

To encourage people o participate, a letter shouled be sent out which explams the
purpose of the survey and the importance of community participation. Consi<ler including
the following kinds of information in such a letter:

1. The name and address of the school/district conducting the survey.

Introductory remarks (the purpose of the survey and how Lhe data will be used).

[EV I

The importance of community participation in the survey.
The time and location of the meeting,

An estimate of the time required to participate in the group meeting.

o &

An indication that the community may receive more information about the survey
in the local newspaper or school district bulletin, You might also want to include a
telephone number for use by anyone who wants more information on the survey,

>

A postage-paid return postcard should be enclosed with the invitation so that recipients
can indicate whether or not they plan to attend., An example of a letter of invitation for a
group meeting that includes some of the points mentioned above is provided on the
following page.

]
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Narme and adldress of the
district and/for school -ue=
conducting the survey

Purpose of the survey
anid community partici-
pation planned =

Information on the
group meeting B

Invitation to partici-
pate and importance of
this participation —*

Return postcard for
reply

EXAMPLE OF AN INVITATION

SOUTHERN TOWNSHIP SCHOOL DISTRICT
23 Post Road, Southern Township, Ohio
216-309-7100

Octaber 1,1975

Dyear Poven s

Violence and distuption are getting out of hand in Hood
High School. We feel that the perceptions of parents,
students, and school staff could help us cope with this serious
problem,

To this end, a group meeting including people from these
three groups has been scheduled for Thursday, October 30, at
8:00 p.m. in Hawthorn Hall at Hood High School, 330
Summer Street, This meeting will last for about two and a
half hours. During the course of this meeting, we hope to
identify the most important problems in Hood High School
and propose some possible solutions,

We urge you to participate in this meeting and share with
us your perceptions and suggestions, Your participation in
this meeting will be very helpful.

Enclosed please find areturn postcard. Please check your
reply and mail the posicard by October 14, Thank you for
your cooperation,

We hope to see you at the meeting!

Sincerely yours,
7 ] f“’i o s 3 -
//@fgiﬁz za /ézfzﬁf’ a+3

Martha Adams
Superintendent
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The following section includns examplos of
qrovp meeting malterials Tor participants and group
leadors, The guidelines Tor editing and rovising your
duestons, a workshent for planning group meeting
activities, and information on formatting, pro-
fsting, revising, and duaplicating survey materials
concludes the information on group meetings,
Project stalf should reviow and discuss the informa-
ton provided in these pages, edit and rovise their
questions, and then plan the activities and prepare
the materials for their meeting,

AN EXAMPLE

Woodside School District was faced with the
problerm of increased school violence, School
persannel felt that they needed to involve eom-
muntty members in exploring the nature of the
problem and possible steps which could be taken
to reduce the level of violence and disruption in
the schools. The school personnel charged with the
task of planning the survey chose group meetings
as their data collection method. In working
through Units 1 to 3, the survey staff specified the
burpose, respondents, and data collection method
for the survey and developed their questions: *

® The purpose of the survey is to examine the
perceptions community members, students,
and educators have of violence and disruption
in the schools. Their perceptions of various
problems ({attacks, weapons, gangs, intruders,
vandalism) and proposed solutions are
needed,
The information gathered will be used to help
school personnel determine which problems

*For group meetings, any type of question can be used,
although open-ended questions are particularly useful for
stimulating group discussion of an issue and exploration of
alternatives,
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have the greatisst priority and which solutions
have the most support,

o The community groups incitded mthe survey
are parents, stadents, and school stalf at the
Hood High School. Since thare are more than
1500 people in these three groups, a sample
af peaple from each group will participate in
the meeting,

e A group meeting is being used 1o give mem-
bors of the three groups involved an op-
portunity 1o discuss the general problem of
violence and disruption and 10 work together
to identity the most pressing specitic prab-
lems and propose possible solutions,

e The questions developed for the survey arc:
1) What problems have you encountered?

2)What do you think the five most important
problems in this school are?

3) What activities or approaches can be used
to reduce school violence and disruption?

4)What do you think about the potential
effectiveness of various activities that can
be used to reduce school violence and
disruption?

Faced with the task of preparing meeting mate-
rials, the team began by planning major activities
to help the participants deal with the four ques-
tions developed, establishing the setting for each
activity, and identifying the personnel and mate-
rials needed. The results of this planning effort are
summarized on the chart on the following page.
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Survay Quastions

Activitios

Setting

Materjals

I, Origntation: The group coerdi.
nator opens tha meeting, ox-
plaining the purpose of the sur-
vy and the activities planned
for the meeting.

WHhat problams have vou on-
caunteral?

. Orientation: Students present
thair perspective on the prob-
lurn, providing a camman frarne-
work far small group discus-
sions, *

[k

Large
Group

Written instructions for group co-
ardinator (see sxampln on page
4-31). Muvung aguinda fos nach
Rarticipant, Flip charts, trans-
parenciis, chalhboands, e,

3, Introduction: Small aroup
e s introcduce theinselves,

Smiall group leader oxplaing in-
dividual and group activities,

What problerms have vy en-
countered?

4, Individual activity : Individual
participants use warkshaeat 1o
racord prablems they have
faced in the school,,

What do you think the five most
impartant probiterns in this
school are?

=

Group activity: Group mem-
bers identify the five most im-
portant prablems faced in their
schgol,

activities or approaches can
beu to reduce school vie-
lence and disruption?

6. Individual activity: Individual
participants use workshaeets to
record suggesied solutions or
approaches to the most im-
portant problems identified,

What do you think about the
potential effsctiveness of vari-
ous activities that can be used
to reduce school violence and
disruption?

) 7. Group éctiv',y: VGrDuD members

discuss and judge the potential
effectiveness of each group
rmember’s praposed solition,

Small
Groups

Written instructioms for small grousn

leaders (see exadmple on page 4-32).
MName tag and list of participants
for pach graup tnember,

Indlividual Activity Warksheeat 1
{see example on page 4-33) and in-
structions for small group leaders
{see example an page 4-34).
Pencils,

Group Activity Warksheet 2 fsee
example on page 4-35) and instruc-
tions for small group leaders fsee
axample an page 4-35).

Magic markers,

Individual Activity Worksheet 3
{see example on page 4-36) and in.
structions for small group Isaders
(see example on page 4-36),

Group Activity Workshaeet 4 (ses
example on page 4-37) and in-
structions for small group leaders
{see example an page 4-38).
Largs chart paper on chart stand.
Magic rmarkers.

8. Closing reniarks: The group
nordinatar makes closing re-
marks and describes future sur-
vey activities. '

Large
Group

Flip charts, transparencies, chalk-

boards, etc,

*MNote: In this example, students describe their perspective on the prablem. This introductory role could be played by a

special guest speaker, ap axpert on the topic, etc.—anyone with substantial knowledge of the problem.

In asimpler form, this plan could be used as the basis for a

o~




After prepanng their overall plan for the maeting, the aurvey stalf prepared genaral
nstruchons for the personnel conducting the meeting—the group coordinator and the small
arn m learlers, Exnmfjfgs of such msirucuons are r)mviflcﬂ.'J below and an Thﬁ following page.

INSTRUCTIDNS FOR GHGUP COORDINATOR*

BEFORE THE MEFTING STARTS:
1. Chack the Tacihivoes with Ihg small group leaders and any personnel assigned 1o
walcome community members, Be sure that the following items are redcly
o AV eaqupmant
&  Tablesandd chenrs
e  Datacollection matorils
@

Refreshmenis

2. Check the procedures for welcoming late arrivals and special guests. © e that
nersonnet are assigned 1o show them 1o their seats.

3. As time permits, introduce yoursell 1o as many indiviclual part m[mm a5 possible.

DURING THE MEETING:

I.Introduce yourself to the group. Describe the purpose of the survey and the
activities planned for the meeting. Answer any questions the participants ma ay have.

2. introduce the speaker (special guest, student, expert) who will give his or her
pe SDF'rhve on ,hcz problem, Lead off the presentation by asking this person o
question-e.q., "What kinds of violence or disruption have you experienced at
Schaal?”

I'f more than one speaker is describing the problem, give everyone a « hance to
present his or her views.

Call on any participants who have questions for the speakers

3. When the presentation is finished, thank the speakers and 1ell the participants that
the next activity will take place in small groups. The small group Irladg rs and the
speakers will join the small groups to which they have heen assigned,

4. Be available during the small group meetings. Explain procedures and answer
guestions as needed.

5. Make a few closing remarks 1o the participants when the small group activities have
been completed, Thank the participants for their help and tell them what future
Surve;y [IVIYIP% are plaﬂnpd aﬁd what thHr mvnlvpmpm will ho

|he;s\ instructions wnl vary, DF COUFSE, ac-(:ardin’g to the anivities r.lar’me’?d for the meeting and the
respansibilities assigned to the group coordinator.
doy=
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INSTRUCTIONS FOR SMALL GROUP LEADERS*

1. Check your materials. You should have the following items at your table:

@ A folder for each participant, Each folder should contain an agenda, a list of
participants, a name tag, and a copy of Worksheets 1 and 3.

e Pencils
@ Pad of large chart paper on a chart stand

¢  Magic markers

As each participant joins your group, introduce yourself and the other people
assigned to yvour group,

T

Give each participant a folder.

@

Explain that the people at the speaker’s table will be giving a report to
everyone in the room and that small group activities will follow.

@ Small group members should feel free to ask questions during the report.

3. After the report has been given, turn to the individual and small group activities.
@ Give a brief description of each activity.,

@ Follow the instructions provided as you complete each activity worksheet.

4. When the small group activities have been completed, the group coordinator will
make a few closing remarks to the participants.

Detiver all small group meeting materials to the group coordinator.

o

For each small group activity, the survey staff prepared materials—worksheets for
individual and group activities and instructions for the group leaders. These materials are
shown on the following pages.

*These instructions will vary, of course, according to the activities planned for the rmeeting and the
responsibilities assigned to the small group leaders,

w
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INDIVIDUAL ACTIVITY WORKSHEET 1

AT R SN Nl Gbstonsb

PRI 0 AL ATl 7 ARy

Probilerns of Sthool Vielence and Disruption You Have Encountered

Instrucrtions: Based on the preceding discussion, review the problems listed helow.
Feel Iree to acld new problems or to delete or modify any of the problems listed.

Indicare which problems you have encountered in school.

Rate the importance of solving each of the problens you have encourterecl, High
indicates most important to solve, low indicates the least important to solve.

Whern small group members have caomplered this activity, the group will discuss
their resparnises gnid try 16 achieve consensus on the five most important problems,

Have

Encotintered Importance
in Schools of Solving
Problems: N | ves | No | High | Med | Low

Attacks in Schoopls
Avsanlts, reapiss, and morders of stodent s
of staft an o school peertises e n

CrEsIN

Weapons
More waapons [ijuns, knives) ara

beng carried taschenl

Gangs
Cronieg vioteniee: has besconnes well estab

hshed ioschonls

Intruders
Ouseders, iclodimg dropoats, trudants
fton other sehaols, andclunemploy e

youth, ternanize studen s and vandalize
sthaol property,

Intergroup Clashes
Contronlabions arnorig ratul, social,
anel ethoie groups Bave distapted the
edicalianal process

Vandalism
Wanton destruc.iom of facadihes,
efpupiment, and student projects s

prevalent

Fear of Violence
A clhimane af foor i pervesivie in

sehools
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INSTRUCTIONS FOR SMALL GROUP LEADERS

WORKSHEET 1 INDIVIDUAL ACTIVITY

. TIME: 20 minutes
Review the instructions on Worksheet 1 with the group and answer any questions,
Encourage the participants to list additional problems or topics.

Remind the participants to indicate the importance of solving only the problems they

have encountered,

GUIDING QUESTIONS:

e Why was it considered highly important to solve this problem?

°® How important are these problems in comparison to other school problems, e.g.,
funding, curriculum, etc.?




GROUP ACTIVITY WORKSHEET 2

WOR KSHEET 2 GROUP____
GROUP ACTIVITTY

Establispimentt of Five Priority Problemns by the Group

Instructians: Each rember has shared with the growsp his/her experiences with
violence and disreption Fn schools (Worksheet 7),

As a group, try to achieve consensus on the five most /mportant problems in your
district, on the basis of your collective experience, List these problems in order from
most rmportant toleast important. Indicate why these spec ific problems were selected.

The growp leader should record the five priority pro blems selected and summarize
the regsoris they waere sefecced on this worksheet,

Priority Problems Rezsons for Selecticn

Most

Imiportant 1. _ . o — — S
2 I — e
3.__ . _ i} e

Least 4. — — = —

Important S e - — 7

INSTREUCTIONS FOR SMALL GROUP L EADERS

WORKSHEET 2 GGRGURPACTIVITY
TINME: 20 mi nute s

Review theinstruclionsonWorksh.. 1 2 with the group an danswer any questiuns,
Make sure every goup rmember has . - hince to participate in the discussion. Group
discussions may strdy from the topic. i.. to keep group attention focused on thesc
tasks: Tist all the problerms on Worksheet 1, reach group consensus on the five most
important problerws, @nd have the group rank them in terrms of relative importance.
Group members caan assigm the same priority to two problems.

Take notes on the discussion; then complete this worksheet while the participants are
working on W orksheet 3,

Collect all copies of Waorkssheet T when this activity has been completed: be sure that
each worksheetis i dent ified by name and group.

GUIDING QU EST I0NS:
¢ On what basis (most disruptive to the educational process, most physically

harrmful, most expensive) should the most important problems be selected? NOTE:
The most impo rlant problems are those that need to be solved immediately.

- Tog
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INDIVIDUAL ACTIVITY WORKSHEET 3

WORKSHEET 3 GROUP: _

INDIVIDUAL ACTIVITY NAME:

Activities for Reducing Schoel Viclence and Disruption

Instructions: As an individual, identify activities or approaches that might be used
by schools in atternpting to solve each priority problem. If you know of specific people
or places where an effective activity is being pursued, please identify them in the far
righthand column. Give particular attention to the problems which your group ranked
as relatively most important, A given activity may be appropriate for more than one
problem area.

Activities Suggested People/Places Associated
Priority Problem to Solve this Problern with this Approach (Optional)
1. — _ - _
2. e e — - -
3. _ . . _ — )
4, . _ o e
5. _ _ e o D e

INSTRUCTIONS FOR SMALL GROUP LEADERS

WORKSHEET 3 INDIVIDUAL ACTIVITY

TIME: 40 minutes

Review the instructions on "Worksheet 3 with the group and answer any questions.
Indicate that this is a brainstorming activity and that detail is not as important as
variety, )

Start with the most important problems listed on Worksheet 2,

Note that no possible solution should be considered too broad or too limited and that
a given activity may be effective in attempts to solve one or more specific problems.

If necessary, assist group members in identifying and describing possible solutions.

1l




SMALL GROUP ACTIVITY WORKSHEET 4

WORKSHEET 4 GROUP: | -

GROUP ACTIVITY
Potential Effectiveness of Various Activities

Instructions.: The group leader should complete one copy of this worksheet for
each priarity problem—listing all of the activities group rmembers suggested orr their
copies of Worksheet 3. While these activities are being listed, group members should
add any other ideas they may have.

The group then should review each of the activities suggested and discuss its poteri-
t/al effectiveness for reducing this problem. If the group does not reach consensus on
the potential effectiveness of a given activity, the group leader should note how many
group members support each rating and, if possible, indicate the reasons for these dif-
ferences of opinion.

Problem: e _
’ * - " Potential Effectiveness
Activities Suggested to Solve this Problem | High | Medium | Low | Undecided
e — ]71 ? . I I
— B | ——
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INSTRUCTIONS FOR SMALL GROUP LEADERS

WORKSHEET 4 GROUP ACTIVITY
TIME: 40 minutes

Prepare a copy of Worksheet 4 for each group priority problem,

Review the instructions on Worksheet 4 with the group and answer any questions.
Starting with the most important problem listed on Worksheet 2, list the activities
suggested to solve that problem on your chart,

Make sure every group member has a chance to participate in the discussion. The group
should then assess and rank the potential effectiveness of each activity suggested.
Repeat this procedure (list suggested solutions, rank effectiveness) for each of your
priority problems. Solution activities can involve agencies other than the school —
palice, social agencies, etc.

Collect all copies of Worksheet 3 when this discussion has been completed; be sure that
each worksheet is identified by name and group.

® (Can you outline that solution activity for us?

Avre there any combinations of solutions that might be reaily effective?

® Are some of these solution activities more appropriate for long-range attempts
to improve the situation than for dealing with the immediate crisis?

By
b




GUIDELINES FOR EDITING AND REVISING QUESTIONS

In completing Unit 2, you developed a list of questions you wanted to ask members of
the community groups included in the survey. Any type of question can be used in group
meeting materials, although open-ended questions are particularly useful for stimulating
group discussion of an issue and exploring alternatives. Before developifig activity
worksheets based on your questions, it is suggested that you edit and revise them in
accordance with the guidelines provided below.

Question Content

1. Is this guestion needed? Is the point explored in this question already covered by
other questions?

2, Does this question cover tco many points? If so, can it be rewritten gs two or more
qguestions?

3. Is this question concrete enough? Can it be more directly related to the respondents’
personal experience? Do respondents have the knowledge and/or experience needed
to answer this question?

Question Wording

1. Is this question simple, understandable, and as brief as possible?

2. s this question unbiased — is it presented in a neutral way so thal neither positive
nor negative answers are suggested? Or, is the wording of this question likely to ba
objectioriable in any way to the respondents?

3. Can any of the open-ended questions be easily answered with such responses as
"ves,” "'no,” or “don’t know’’? If so, such questions should be rewritten.

4. Does the wording of the open-ended questions allow respondents complete freedom
to respond?

5. If any closed questions are being asked, have the most appropriate kinds of response
categories been provided for them? Are the response formats understandable,
specific, and adequate?

g
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PLANNING SHEET
Group Meeting Plan

Review the purpose of your survey and the community groups involved, Fill in the
questions developed for your survey below, Through staff discussions, decide what activities
{orientations, panel reports, individual and group activities) should be plannied for the
meeting. For each activity, specify the setting and materials needed. Record these decisions
on this planning sheet, If more than one group meeting is scheduled, use one cany of this
planning sheet for wach meeting.

Questions Activities Setting Materials

4.41



DEVELOPING AND FORMATTING
GROUP MEETING MATERIALS

1. For both the instructions for group leaders and
the worksheets for participants, choose layouts
and typography which make the materials easy
to read and to complete. Ideas on the layout
can be obtained by studying the examples of
data collection materials provided here, and
from school personnel who are familiar with
graphics and printed materials.

2. When preparing group leader instructions, keep
the following suggestions in mind:

a. Use a checklist style so that the key points
stand out.
the group leaders can record any changes
made in conducting the activities.

c. For each activity, note the specific steps
the group leader will take, the time al-
lotted, and guiding questions which the
group leader can ask,

3. When preparing activity worksheets, the fol-
lowing procedures are suggested:

a. Number each worksheet and indicate
whether the worksheet is for an individual
or group activity,

b. Provide space where the participants/group
leaders can identify each worksheet by
name and/or group,

c. Give each worksheet a title that indicates
what the activity concerns,

d. Include instructions for completing the
worksheet.

e. Arrange the contents of each page to allow
easy reading. Spacing and indentation
should be uniform, If guestions are in-
cluded on the worksheets, be consistent in
lining up numbers, questions, and response
spaces. If open-ended questions are in-
cluded, be sure to provide sufficient space
for the responses,

4-43

f. If you intend to have ihe responses to
questions machine-processed, ask someone
familiar with computers to help format the
worksheets to facilitate key punching.

PRE-TESTING GROUP MEETING
MATERIALS

Pre-testing group meeting activities and mate-
rials is essential. It is strongly suggested that survey
staff role play or simulate a group meeting and
work through each activity planned. Information
obtained from the simulated meeting should pro-
vide answers to the following guestions: Do the
instructions for the group coordinator and the
small group leaders provide guidance which enables
them 1o conduct the activities easily? Do the
worksheets elicit the needed information? Are the
activities, worksheats, and guestions clear or
should some of them be revised? The following
pre-test procedures are suggested:

1. Simulate a group meeting:

Assign one group coordinator and two or
three small group leaders to conduct the
large group, individual, and small group
activities, with two or three participants
each. Participants in the simulation should
be members of the community groups
involved in the survey, but who would not
participate in the group meetings when
information is collected at a later tirne.

2. Observe the simulations:

One person should be assigned to observe
the large and small group simulations and
record what happens throughout. For each
activity, the observer should record what
the group coordinator or leader says and
does as well as the comments of partici-
pants. The abserver should also note any
changes needed in the facilities (chairs, AV
equipment, etc.). The observer’'s notes will
be used to determine what revisions are
needed,

,l 1=
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Critique 'he simulations:
Analyze the observers’ notes, the group
meeting plan, the individual and group
activity worksheets. .he instructions for the
coordinator and the small group leaders,
notes made by the group leaders, and the
part.cipants’ comments 1o identify any
revisions needed,

a. Review the instructions for the group
coordinator. These instructions should
help the coordinator check the pro-
cedures and facilities for the meeting
and outline his or her responsibilities
during the meeting—e.g., begin the
meeting, describe the purpose of the
survey and the activities planned for
the meeting, infroduce the presenta-
tions made in a large group setting, help
the participants during small group
activities, and present closing remarks.

b. Review the instructions for the small
group leaders, These instructions
should help the leaders check their
materials, initiate and explain small
group activities, conduct small group
discussions, and complete the group
activity worksheets,

c. The directions on each worksheet
should be clear and easy to follow,

d. Any questions included (content, word-
ing) should be clear and should elicit
the information needed. Make sure that
the response choices provided for
closed guestions are adequate and that
enough space has been provided for the
responses to open-ended questions.

Check the adequacy of AV equipment and
seating arrangements,

5. Give the nbservers' notes and copies of the
pre-test matarials to the personnel in charge
of whatever (la1a processing is planned.
Pre-test data can help you check the
adeqguacy of the procedures you intend to
use to process the data.

6. Estimate the amount of time needed to
conduct the group meeting and each small
group session. Use this information during
Unit § when scheduling the meeting.

PREPARATION OF FINAL MATERIALS
Revision

Revise your gronp meeting plan, the small
group activities, the worksheets, and the instruc-
tions for the group coordinator and the small
group leaders in accordance with pre-test findings.
If extensive changes are made, the revised work-
sheets, activities, and instructions shculd also be
tested.

Dupiicating

Check the master list or the sample drawn for
each community group to see how many leaders
and participants will be inc'uded in the meeting
and meet with the person in charge of duplicating
the worksheets, instructions, and any other mate-
rials needed. Make a final decision concerning
printing or xeroxing. Have extra copies of the
worksheets and instructions made for public rela-
tions use and for documentation {you may want to
include copies of the data collection materials in
your report on the survey).

Now, using the information presented above,
take the issue-related and demographic questions
you developed in Unit 2 and use them as the basis
for your data collection rmaterials; then pre-test,
revise, and duplicate the materials for your survey,
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INTRODUCTION

In completing Unit 4, you prepared materials appropriate for the data collection
methods you have decided to use, In this unit, information is presented on how you can use
those materials to collect information from members of the community and organize the
completed materials for data processing (see Unit 6), .

This unit is divided into the following three sections:

Mail Questionnaires pages 5-5 to 5-11
Interviews pages 5-13 to 5-19
Group Meetings pages 5-21 to 5-27

An overview gives the major steps for each data collection method; suggestions are provided
on some or all of the steps involved; and a planning sheet is provided so that you can check
on the progress and completion of each step, You may choose to read only the sections
describing the methods you have decided to use.

[4a]



MAIL QUESTIONNAIRES




O

ERIC

Aruitoxt provided by Eic:

INTRODUCTION

From the previous activities, you have a list of the people who are to receive the
questionnaire, sufficient copies of the questionnaire and the covering letter, mailing
envelopes, and postage-paid return envelopes.

The steps listed below should be followed in conducting a survey by mail questionnaire:

1. Select a mailing date and the date by which questionnaires should be returned.

2. Setup amonitoring system.

3. Assign code numbers to the questionnaires to assure confidentiality.

Select the postage class to be used; prepare the mailing envelopes and the
postage-paid return envelopes.

5. 'Address and mail the envelopes—enclosing the postage-paid return envelopes.
6. Follow up nonrespondents, if possible,

7. Sort the questionnaires for data processing.

8. Send the respondents a letter of thanks.

Since some of the steps listed above are self-explanatory, only a few of them are
discussed below and on the following pages.

Select Dates for Mailing and Returning the Questionnaires

When selecting the dates for mailing and returning the questionnaires, you should
consider the time needed for data processing, the date data processing should begin, and
when your school board members or school administrators need the report on the survey,
For instance, the mailing date should be approximately four to five weeks before data
processing should begin if seven to ten days are allowed for returning the questionnaires plus
three weeks for late returns resulting from follow-up activities.

To assure relatively prompt returns, mail the questionnaires at times other than holiday
or vacation periods. Also, choose a time when staff will be available to prepare the mailing,

Set Up a Monitoring System

To determine how many people have returned the questionnaires, your data collection
effort should be monitored. For a monitoring system, you will require a control chart to
keep track of the status of each questionnaire, This chart can be developed on your master
list of potential respondents-in each community group. An example of a completed control
chart is shown on the following page.

s w4



EXAMPLE OF A CONTROL CHART

Alberson School District - -

Community Group: Parents of Elementary School Children

- o o 7 - Code Mailing Dag N
 Name & Address ~ Phone - {Number | Date | Returned ~ Follow-Up 7
Mr. & Mrs. Joseph Williams , : ) o
3462 Stene Mill Lane 846-3098 001 10/, /,;/!;

_Alberson, MD 04610 o o - I N
Ms. Carolyn Wolf o . 7{;;25{%&&

710521 Fr@lters Way Unlisted 002 /E/, /é‘%lf, Jl e roede
Mudgletawﬁ, MD D4729 1 . - . Ciofin)

Mr. Peter Cag%e BN o o , - i

= i 5 941‘46DD _ Fa ? ﬁéil‘:ﬂ%. Ls".ﬂ',p )
34 Parker Street oa1nn e | 003 | 7€/, N A
Alberson, MD 04610 5727471701;3D wk. ) 7/ / - Léc ?1:_;7 ”_;}mm%af

In this example, a code number was assigned to
each respondent in order to assure the confidential-
ity of individual responses. Space was also provided
to indicate the date the questionnaire was mailed,
the date it was returned, and any follow-up
activities,

An additional column can be provided on the
chart to show when letters of thanks were sent to
the people who returned the questionnaires, unless
anonymity was promised.

Salect the Postage Class to be Used

Different classes of postage affect both speed of
return and rate of return, First class stamped
envelopes will assure the quickest delivery and
return and usually produce the best or highest
number of returns from a mailing. If first class
postage is used and an address has changed, letters
usually are forwarded to the new address autgf .

i

N

matically. Metered envelopes, using first class
postage, are delivered just as quickiy as first class
stamped envelopes but usually yield fewer returns.
Third class postage assures slower delivery time and
usually produces fewer returns.

Follow Up Nonrespondents

When address corrections are received the ques-
tionnaires can be remailed, but other steps that can
be taken to increase your response rate depend on
whether or not you can identify the nonrespon-
dents by name, |f nonrespondents can be identi-
fied, it is suggested that you contact them by mail
or by phone. If nonrespondents cannot be identi-
fied, you might consider sending a postcard re-
minder to everyone who received the ques-
tionnaire—asking them to ignore the reminder if
they have already returned the questionnaire. An
example of such a reminder is provided on the
following page.
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Dear Community Member:

advantages for our schools.

reliable survey results,

averlook this reminder,

MAIN TOWNSHIP PUBILIC SCIHOOLS
1107 Washington Boulevard, Crathersburg, Virging

We decided to take a look at the Main Township Public Schools through the eyes
of members of this community—an ambitious effort but one with great potential

The success of the whale project depends on the questionnaire mailed 1o you about
two weeks ago. To date, we have only received half of the responses we need 1o obtain

Won't you pull the questionnaire out of your correspondence basket and mail it
today? It will take you about 15 minutes to complete.

Please help! Our entire purpose is to get information to help us serve you better.

If you have already returned your questionnaire, please accept our thanks and

October 1, 1975

Cordially yours, 7
T £ ; o L ;
fs{ilf .,;/f? el ¢ Cowd e HEL

Barbara Overland
Superintendent

Sort the Questionnaires for
Data Processing

Review the questionnaires from each com-
munity group, noting on a summary sheet the
number of questionnaires sent out, the number
returned, and the number completed. An example
of such a summary sheet appears below,

7Cgﬁir;1unity Group: Fé%&l;ts of Elementary
o School Children

Number Sent L

Number Returned 4 o
Complete — 71;{#@ _
Incomplete R/
Blank - ,f;ﬁ,, i

Note that if, as in the foregoing example, you
have a large number of nonrespondents, it is good
practice to determine whether those nonrespon-
dents hold different views than those of the
respondents. To make this determination draw a
small sample of the nonrespondents and use your
mail questionnaires to interview them by tele-
phone. Then, after processing the data from both
the respondents and the sample of nonrespondents
who were interviewed (see Unit 6), compare their
responses—noting both similarities and differences
in these responses in your interpretation of the
data and in your survey report (see Unit 7).

The planning sheet on the following page can be
used to record the following information for each
activity listed: the staff members assigned, the
target and completion dates, and any important
notes. Before you begin to complete this planning
sheet, make sure that you have the list of potential
respondents and sufficient copies of the question-
naire and related materials,

D)

4
== 4
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PLANNING SHEET

Conducting a Survey by Mail Questionnaire

to each activity involved in conducting a survey by mail questionnairc.

This planning sheet can be used by survey staff to record names, dates, or notes related

Activity

Personnel

Assigned

f&’irgét
Date

Completion

Date

. Select a mailing date and

the date questionnaires
should be returned.

It

Set up a monitoring sys-
e

[ —
;)

3. Assign code numbers to

the guestionnaires.

4, Select the nnstage class

1o be usci., prepare mail-
ing envelopes and postage-
paid return envelopes.

5. WAEidréss arﬂrjirhail the

envelopes,

6. Follow up nonrespondents.

7. Sort the questionnaires

from each community
group for data processing.

8. Send the}esi;jondems

a letter of thanks.

el
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INTRODUCTION

From the previous activities, yvou have a list of
the people you want to interview, sufficient copies
of the interview questionnaire and the letter
inviting people to participate, anc mailing en-
velopes for the letters.

The steps listed below should be followed in
conducting an interview survey:

1. Select and train the interviewsars,

2, Select starting and ending dates for conduct-
ing the interviews,

il

. Set up a monitaring system,
4. Mail the letters of invitation,
5. Schedule e interviews.
6. Conduct the interviews,
7. Fallow up people who did not keep their
appointments.
8. Review the interview questionnaires for data
processing.
9. Send the participants a letter of thanks.
Since some of the steps listed above are self-
explanatory, only a few of them are discussed below
and on the following pages.

Select and Train the Interviewers

Generally, anyone who is willing to interview
has the potential to be a good interviewer, but you
should select only those people who demonstrate
the characteristics of a good interviewer during the
training session, A training session should include
the following steps:

1. An experienced interviewer meets with the
potential interviewers and goes over the inter-
view questionnaire and the instructions for
interviewers discussed in Unit 4,

o]

.Make sure that the potential interviewers
understand the survey—why and how it is
being conducted—and the interview question-
naire being used. The potential interviewers

L
L

should be completely familiar with the pur-
pose, content, and wording of avery question.,

L

. Have the potential interviewers role play as
both an interviewer and a respondent while an
experienced interviewer and other trainees
observe,

The patential interviewers who demonstrate the
characteristics listed below during the training
session should be selected:

1. The interviewer creates a permissive atmo-
sphere in which the respondent feels at ease
and is willing to express opinions freely,
without fear that the attitudes will be re-
vealed to others and without any expression
of surprise or disapproval by the interviewer.

2. The interviewer expresses no personal ideas,
reactions, or preferences.

3. The interviewer follows each question as it
appears on the questionnaire, records the
respondent’s replies accurately, and probes
when necessary,

Select Starting and En«ﬂing Dates for
Conducting the interviews

To select the time period for conducting the
interviews, you should consider when your report
is needed by the planners or decision makers and
estimate how much time will be needed to process
and interpret the data and prepare your report (see
Units 6 and 7). This estimate should enable you to
determine tha date bv which the interviews must
be completed.

To determine the starting date for your inter-
views, estimate how many days are required to
conduct your interviews. To make this estimate,
you will need to know the amount of time needed
for one interview, the number of interviewers
available, the number of interviews which an
interviewer can realistically schedule and conduct
each day, and the number of people to be
interviewed, The chart below presents an example
of this information: each interview takes one hour
(allowing time for the interviewer to review each

120
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interview auestionnaire 1o make s -« that it s problerns), and 48 people are to be intorviewed,
ready faor data processing), lwo interviewers are Mhus, for the situation outlined in this example, s

available who can each schedule and complete four Jdays will be needed. Allowing for .1Lh{,;ijl,l|lﬂf;
interviews pach day (the interviewers here expect difficulties as well as for halidays, weekends, or
that the respondents will be generally available and vacations, it might be appropriate in this case 1o set

that scheduling the interviews will present no aside two weeks (o conduct the 48 interviews,

TIME ESTIMATE CHART

Time Estimate for Your
Example Survey
Time required for one interview 1 hour
Number of interviewers available 2
Number of interviews an interviewer 4
can conduct each day
T@ al number of respondents 48
Numbers of days required to condict 6
the interviews

ERIC
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Set Up a Monitoring System

To keep track of progress in completing the interviews, your data collection effort
should be monitored, For a monitoring system, you will require a control chart to keep
track of the status of each interview. This chart can be developed on your master list of
potential participants in each community group.

The example below shows how such a chart can be used to monitor and record progress
in conducting a series of interviews.

EXAMPLE OF A CONTROL CHART

Community Group: Parents of Elementary School Children
B - — [ T 1 " Data B —
Invitation | Phoru | Date of |Comploted | Follow-Up | Cheecked for | Data Forwarded
Respondant | Interv.awer | Latier Mailad | Call | Interview| on Time Steps Eamglaténas; for Pmcassiﬁg |
o | Jonesg /é’/‘;i} ,"vf;/:;g ) ”,-\ . Z:Ci; e 7,, B 7“{,”:’_; N ff,f"si 7
Ejf . ”Greer;e i ;!Lp;/g_;? /i;«:/&% , 1},:_5‘ 1 ‘ié’i |;-m/f,£’§%{ B e ‘ff 77 : - },{.;} ]
03 ) - - o 7 B
” — 7 — _ - 7, 7 77 I
05 ] ) o
i 06 - - 0 - ) -
o | T - -
_ Qar - — - — — —
o | i T ]
10 - i
— _ — ] - — -

In this example, space was provided to indicate the i~terviewer assigned to each
respondent, when the interview was scheduled, whether the interview was completed on
time, and when the data were forwarded for processing. The chart shows that Ms. Jones
completed her interview with Respondent 01 on time and forwarded the data to be
processed on November 3rd. The interview conducted by Mr. Greene with Respondent 02
apparently required more time than was available on the original interview date; more time
was scheduled later so that this interview could be completed.

An additional column can be provided on the chart to show when letters of thanks were
sent to the people who were interviewed.
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Mail the Letters of Invitation

Letters of invitation should be sent to all
potential participants at least one month before
the dates scheduled for the interviews, Before
mailing the letters of invitation, check the different
classes of postage and decide which one would be
best for vour mailing in terms of speed of delivery.

Schedule the Interviews

For a face-to-face interview, the interviewer
usually follows up each letter of invitation with a
telephone call to make an appointment with the
respondent, The interviewer should verify the date,
time, and location of the interview, A postcard
should be sent to the respondent as a reminder a
few days before the interview, Include the name
and phone number of a staff member the respon-
dent can call if they are delayed or cannot keep the
appointment for any reason. The interviewer
should be prepared, at the beginning of the
interview, to explain the purpose of the survey,
how the data will be used, and the importance of
the respondent’s role.

For a telephone interview, the interviewer calls
the respondent and conducts the interview; if the
timing of the call is inconvenient for the respon-
dent, the interviewer should make an appointment
to call at another time,

In case appointments have been made, make
certain that each interviewer has a list of the
people to interview, indicating the date, time, and
location, and instructions for conducting the
interviews.

Follow Up People Who Did Not
Keep Their Appointments

Follow-up steps might include setting a new date
for an interview or for completing one which was
interrupted or delayed.

1 7'3 )

e

RIC

Aruitoxt provided by Eic:

Review the Interview Questionnaires
for Data Pracessing

As the interviews are completed, survey staff
should review the guestionnaires to make sure that
the interviewers have completed them properly and
that they are legible, If the interview question-
naires are incomplete or illegible, survey staff
should discuss their analysis with the interviewers
to help them solve such problems in conducting
further interviews,

When all of the interviews with members of a
specific community group have been conducted,
note on a summary sheet the number of interviews
scheduled, the number actually conducted, and
whether or not the interview questionnaires are
complete. An example of such a summary sheet is
provided below.

Community Group: Parents of Elementary
School Children

Number of Interviews

Scheduled

Interview Questionnaires
Complete : g_;iﬁ.
Incomplete 7,—‘?'*3{, —

Total Conducted __c

The planning sheet on the following page can be
used to record the following information for each
activity listed: the staff members assigned, the
target and completion dates, and any important
notes, Before you begin to complete this planning
sheet, make sure that you have the list of potential
respondents and sufficient copies of the interview
questionnaire and related materials,



PLANNING SHEET

Conducting an Interview Survey

This planning sheet can be used by survey staff to record names, dates, or notes related
to each activity involved in conducting an interview survey,

Personnel Target Completion
Activity Assigned Date Date Notes
1. Select and train the ' o ) - ) )
interviewers,
2. Select starting and ending
dates for the interviews,
3. Set up a monitoring
systern.
4. Mail the letters of .
invitation,
5. Schedule the interviews,
6. Conduct the interviews, ) ) - -
7. Follow up people who did
not keep their appoint-
ments,
8. Review the questionnaires
from 2ach community
group for data processing
personnel,
9. Send the people who were
interviewed a letter of
thanks.

~

L

ERIC

Aruitoxt provided by Eic:




GROUP MEETINGS

| Sy
€3

*‘-mm



O

ERIC

Aruitoxt provided by Eic:

INTRODUCTION

Frum the previous actwitics, you have a hist of 1he people you want 1o participate,
sufficient copies of the meeting materials, mailing envelopes, and postage-paid return
postcarcls.

The steps listed briow shouid be followed in conclucting a survey using group meetings:

1. Select and train the personnel needed to conduct the meeting.

2. Select a date and location for the group meeting.

3. Set up a monitoring system,

4, Mail the letters of mvitation,

5, Follow up the peaple who did nat return the posteards.
6. Conduct the group meeting.

7. Review the data collection materials for data processing.
8. Send the parricipants a latter of thanks.

Since some of the steps listed above are self-explanatory, only a few of them are
discussed below and on the following paras.

Select and Train the Personnel Needed to Conduct the Meeting

If possible, select staff members with some experience in conducting group meetings.
Meet with the people selected and go over the meecting materials and the instructions
prepared for them. Make sure these people understand the purpose of the survey—why and
how it is being conducted—and the group meeting materials. In a training session, staff
members should follow the same procedures used in Unit 4 to pre-lest the meeting

materials,

Select a Date and Location for the Group Meeting

When selecting a date for the group meeting, you should consider the time needed for
data processing, the date data processing should begin, and when your school board
members or school administrators need the report on the survey. You should select the most
convenient time for both the group leaders and the participants, Holidays and vacation
periods should be avoided.

The group meeting should be held in a location which is convenient for the participants.
You should make sure that the facilities are large enough for the number of participants
expected,

Set Up a Monitoring System

In order to estimate how many people will participate in the group meeting, your data
collection effort should be monitored. For a monitoring system, you will require a control
chart to organize your activites. This chart can be developed on your master list of potential
praticipants in each community group.

An example of such a chart is provided on the following page. l a0

P
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EXAMPLE OF A CONTROL CHART

Ceunrrunity Group. Parentsaf Hood High Schoal Students o - - )
— e T | . - - - -
fnvitation Date Plans to
Letter Postcard | Attend | Attended | Letter of
~ Name and Address Phor o Mailed Returned Yes| No | Meeting | Thznks Sent

Mr. & Mrs, Jonathan Male | - - BB S T
342 Stone Mill Lane 846-7312 [072p Jop
Mitdelletown, MD 04720 ‘ e
Mrs, Hedda Morris B
T e A A S N yar
7 Spning Avenue HK7-1234 /é—’;;{_J,_,_f‘, / (;:/;J,Eg L ;‘/vg ¥ 5
Lancaster, MD 04LGE
Mr, & Mrs, Earl Cook. . i :V - S
913 Carpenter Street Unlister SO, SO/ 5 | L fede i
Middleiown, MD (4720 -

[n this example, space was provided to indicate the date the invitations were mailed, the
date the replies were received, and whether or not each person planned to participate. An
additional column was provided on the chart 1o show if letters of thanks were sent to the

participants,

Mail the Leatters of invitation

Letters of invitation should be sent to all
potential participants at least one month before
the date scheduled for the group mesting together
with a postcard for each person to return. A date
should also be selected for the recipients to advise
whether or not they will attend. The reply date
should not be so close to the meeting date that you
do not have enough time 1o send reminders or
telephone the people who did not reply,

Before mailing the letters of invitation, check
the different classes of postage and decide which
one would be best for your mailing in terms of
speed of delivery,

Follow Up the People Who Did Not
Return the Postcards

Use vyour control chart to determine which
people did not return their pastcards. Some follow-
up activities may be needed to achieve the partici-
pation desired.



Review the Data Collection Materials for Data Processing

Data collection materials completed by individuals and small groups during each group
meeting should be reviewed for completeness. The examples provided bel ow show the kind
of information that could be noted on summary sheets covering your data collection

materials.

o Indlwdual Wﬂrksheet’l S — _ I

= érﬁup Nmeé; T3 1213 Tatéi 7 GFGUP,FF?ELET List 1

Number Df = ~ 7 GTQUEBEJTb%F Cgmplete 7 IncTﬁlete 7
_ Participants | 30 |30 [ 30 | 90 1 - v’ o -
7W§}kshéets ] 1 ) - 57 ,;
C—DFFLDFIE B 2?2}3 24 ) ?8 ~ 37 - T — -
Yﬁ‘ééﬁﬁi 2 2] 5| 9 Totals B R
Total Submitted | 30 | 28 | 29 | 87

The planning sheet on the following page can be used to record the following information
for each activity listed: the staff members assigned, the target and completion dates, and
any important notes. Before you begin to complete this planning sheet, make sure that you
have the list of potential participants and sufficient copies of the group meeting materials.

{34~




PLANNING SHEET
Conducting a Group Meeting Survey

Survey staff can use this planning sheet to record names, clates, or noles relatec to each
[

activity involved in conducting a group meeting survey.

Personnel | Targ&f Cm‘%pletiaﬁi
Activity Assigned Date Date

1. Select and train the per-
| needed to conduct
the meeting

3

2. Select a date and loca-
tion for the group
meeting.

3. Set up a monitoring ) )
system,

4. Mail the letters of o
invitation,

5. Follow up thepeople who
did not return the
postcards.

6. Conduct the érDuD - B ) - )
meeting,

7. Review the data collection
materials from each group
meeting for data proces-
5ing.

8. Send the participants a
letter of thanks.

125
A 11y
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Processing the Data
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INTRODUCTION

In completing Unit 5, your survey was conducted, and you now have the data (in raw
form) organized by community group. This unit describes a way of summarizing that data in
order to prepare a data summary sheet for each question asked, and later (0 prepare a report
on your survey. An example of such a summary sheet is presented below.

EXAMPLE OF A DATA SUMMARY SHEET

Question Each stdent in gradles seven andt mght should have tormal mstruction in
rixgdirig
Strangly Strongly
Adron Agres Disagren Disagree
W] ] 0 ]
Presb Plezase explann your answer helow
AL Data Surmmary for the Closed Question
Group 1 (N=21%) Group 2 (N=200
Response Code for o o -
E:rgga;y Scale Value) Fréf]ug:!nfiy % Frequency %
Strongly Agroe 4 68 32 57 © 29
Aqri: 3 95 45 120 60
Disagron 2 32 15 20 10
Strongly Disavrea 1 15 7 3 1
Mo Respons: 0 2 11 0 0
Moan = 3.0 Meuar = 3.2
B. };E:”Eu}nrnar\} lnrinT(i Prostaes o - T ) o
Gioup 1 {N=215) Group 2 (N=200)
Respanse Category Frequency % Frequency %
1. Teacher gquidance 4 105 49 120 GO
IMPOF LGN,
2. Students in these grides need 82 38 5 27
chiscipline i reading,
3. The students should have some 21 10 19 10
time for hbrary reading
4. Other 7 3 6 3

ERIC
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Since the guestion in the foregoing example was
in two parts, a closed question and an open-ended
probe, the data for each part must be summarized
separately. Data for two community groups are
presented. Group 1 includes 215 people and Group
2 includes 200 people. For the closed question, the
response categories and codes (4 to 0) are listed in
the left-hand columns. For each group, frequencies
and percentages for each response are recorded.
For example, 68 people in Group 1 (32% of the
group) checked Strongly Agree on the closed
guestion, while only 57 people in Group 2 (29% of
the group) checked the same response. Mean
responses were also calculated for both groups: for
Group 1, the mean (or average) response is 3.0
(Agree) while the mean response for Group 2 is 3.2
(between Agree and Strongly Agree but closer to
Agree).

For the probe data—although there are no fixed
response categories like those provided for the
closed question—the responses can be grouped into
the four categories listed in the left-hand column.
Frequencies and percentages are recorded for both
groups as before,

To help you prepare data summary sheets for
the questions asked in your survey, this unit
provides general directions and examples organized
into four steps which you may need to take:

1. Assigning codes

2. Coding responses

3. Tabulating data

4, Summarizing responses

Note: Data can be processed by hand or desk
calculator, or by computer, If you have a large
quantity of data, you may want to use a
computer service, In any case, it might be useful
to consult a data processing expert about the
best way to tabulate your data,

ASSIGNING CODES

To facilitate data processing and summarizing,

sponse category for each question. The discussion
questions and one for open-ended questions.
Responses to Closed Questions

Closed questions provide sets of possible re-
sponses; therefore, the response categories are
already established, When response categories are
based on a continuous scale, code numbers should
be assigned in such a way that the most positive
response category is assigned the highest number,
and the most negative response category, the
lowest number — Highly Positive (5), Positive (4),
Neutral (3), Negative (2), and Highly Negative (1),

continuous scale. When response categories repre-
serit discrete responses, such as Yes (2), No (1),
and Don’t Know (0), the code numbers assigned
cannot be related to the values on a continuous
scale,

Responses to Open-Ended Questions

Unlike a closed question which provides a set of
possible responses which can be coded immedi-
ately, an open-ended question elicits a free re-
sponse which may reflect the respondent’s
attitudes, opinions, or knowledge about any aspect

~ofthe topic involved. In order to process the data

from open-ended questions, the responses to each
question must be categorized and then coded.

Categorizing Responses
Three guidelines for categorizing the responses
1o open-ended questions should be noted;

1. The categories should be derived from a single
principle of classification: degree of impor-
tance, type of activity, etc.

2. The categories should be mutually exclusive:
it should not be possible to place a given
response in more than one category.

3. The categories should be exhaustive; that is, it
should be possible to place every response

numerical codes should be assigned to each rel C

[




given in one of the categories established, To
accomplish this it may be necessary to include
a ''catch-all’’ category for each question.

As you begin to tabulate your data, you may
wish to modify the response categories originally
established. Consider, for example, this open-ended
guestion below:

Name one extracurricular activity you would

like to have Weston Elementary School provide

for your child.

Some of the answers to this question were:

Field trips Foreign languages

Baszeball Dramatics
Bowling Badminton

Arts and Crafts Tennis

Ballet Indian Classical Dance
Swimming Outside field trips
Girl Scouts Hobby Clubs
Dramatics Hiking

Music Baseball
Gymnastics Sports

Band Music
Recreational activities  Sculpture

Boy Scouts Swimming
Intramural sports Drama Club

Russian Club

Music lessons

Ecology Club Modern Dance Club
Typing Crocheting
Painting Career program

By examining these responses, you can see that
certain related activities could be grouped within a
single response category. For example, if a group
of responses suggests activities associated generally
with arts and crafts, one category could be
established in that area. Another category might
include responses related to athletic activities.

The categories established for the responses
listed above could be: arts and crafts, dance,
dramatics, musical activities, indoor athletics, out-
door athletics, foreign languages, and other. The
"other” category would be used for those few
responses which could not be related to one of the
more specific categories.

6-5

If some specific activities were mentioned more
frequently than others, however, they could be
listed as separate categories. For instance, if a large
number of the responses in the "arts and crafts'’
category were "‘painting” and "crocheting,”’ those
activities could be established as categories separate
from “other arts and crafts.” In the same way,
"baseball”’ could be separated from ""other outdoor
were made, the following categories could be used
for the responses given:

Painting

Crocheting

Other arts and crafts
Dance

Dramatics

Foreign languages
Indoor athletics
Musical activities
Baseball

Other outdoor activities
Other

~PvENDOsLN -

—

Although in the example given above respon-
dents simply listed discrete activities they thought
the school might provide for students, some
open-ended questions elicit responses which can be
related to a continuous scale. Such responses can
be categorized in a similar way. For example, when
categorizing respondents’ opinions—about their
children’s busing schedule, for instance—responses
could be assigned to one of the following three
categories: Positive, Negative, or Neutral. An ex-
ample of responses categorized in this way is
presented on the following page.

Actual Response Category Assigned
"Quite satisfactory.” Positive
"Could be a lot better.” Negative
“It's rather Negative
inconvenient.”’

"Sometimes it's good, Neutral
sometimes it's bad.”
"My children have no Positive

trouble with the schedule.”

134
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As a rule of thumb, it is suggested that staff
members read at least 10% of all responses to a
given question, in order to group related responses
together to form response categories. Often it is
wise to have the staff who are categorizing the
responses to open-ended questions discuss the
definition of each category. The selection of
response categories Lo be used should be made by
more than one person,

Assigning Code Numbers to the
Response Categories

After all response categories have been estab-
lished, a code number should be assigned to each,
When response categories are based on a con-
tinuous scale, codes should be assigned in such a
way that the most positive response category is
assigned the highest number, and the most negative
response category, the lowest number: Highly
Positive (5), Postive (4), Neutral (3), Negative (2),
and Highly Negative (1); these code numbers also
represent values on a continuous scale. When
response categories represent discrete responses,
such as Mathematics (1), Language Arts, (2), Social
Studies (3), and Other (4), the code numbers
assigned cannot be related to the values on a
continuous scale.

CODING RESPONSES

Each staff member who is involved in data
processing should be provided with a master code
sheet showing all response categories for each
question and the code numbers assigned to each of
those response categories. Using these code sheets,
the staff should together try to apply the codes to
a selection of responses. Differences in the assign-
ment of code numbers to various responses can

RIC
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then ke discussed, This procedure should be used
until all staff members involved in coding con-
sistently assign the same codes to the same
responses, Then they can proceed to code the
remaining responses.

Where multiple responses are given for one
guestion, it is often appropriate to assign a code
number to each response. Instructions on the
master code sheet should cover these situations.
Sometimes it may prove necessary to revise the
master code sheet, |n this case, all staff members
should be informed of any revisions. An example
of coding multiple responses for one question is
given below,

Question: Check the three most important learn-

ing areas listed below,
______Reading

_ Arithmetic
- _ Writing
e Spelling
_ Language Arts

— Art

— . Music

_Physical Education

. .Science

__ Social Studies

You should code the listed learning areas from 1
to 10 and list the response categories with their
codes for this particular question on the master
code sheet. The data processing staff should also be
informed that three responses, rather than one, are
expected for this question.



TABULATING DATA
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When the responses to all questions by each respondent from each communily group
have been coded, the responses can be submitted by code number on a data record sheet
like the one shown below. Note: If the data are to be processed by computer, the data
should be summarized on sheets provided by the data processing service being used,

EXAMPLE OF A DATA RECORD SHEET

Community Group: Parents of Middle School Students Q
Question Number 3
Respondent — —_— — - —_— -

Code Number 1 2 3 4 5 6 7 8 9 10 N ?

001 5 3 4 4 5 2 2 1 2 4 3

002 4 3 1 4 5 2 3 1 3 5 4

003 2 3 3 2 4 1 2 2 2 5 5

004 4 3 1 3 5 2 1 2 1 3 3

005 3 4 2 2 4 1 2 1 3 4 3

006 3 3 1+ 3 4 3 3 2 2 3 3

007 NR 2 2 4 5 2 2 1 3 3 2

008 4 3 1 3 3 1 X X 3 4 3

009 3 5 1 4 85 2 1 1T 2 5 b

010 4 3 2 3 4 1 1 2 3 5 3

on 2 3 1 2 3 3 2 1 2 3 3

012 5 3 3 3 656 3 1t 3 2 4 4

In the above example, each 'rés;jondem in this
community group is identified by a code number
in the left-hand column. These numbers should be
the same as the numbers assigned to the respon-
dents in Unit 5, Questions are identified by the
numbers across the top of the sheet. This sheet was
filled out by entering the code number assigned to
the response given by each respondent to each
guestion. This can be most easily accomplished by

entering the code numbers for each respondent’s
responses across the sheet. In the example, respon-
dent Q01 gave responses assigned the code numbers
of 5, 3, 4, 4,5, 2,...Where the respondent did
not answer a question, NR (no response) was
entered, and where the respondent’s answer was
illegible or ambiguous, an X was entered. Note that
as illustrated by the example a data record sheet
should be prepared for each community group.
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SUMMARIZING RESPONSES

Using the data record sheets, your next task is to
summarize the responses of each community group
to each question in a data summary sheet similar to
the one at the beginning of this unit, There are two
general ways of summarizing responses: preparing a
frequency table, or calculating a summary statistic
(percentages, means or modes).

Preparing a Frequency Table

Frequency is the total number of people who
gave a particular response (or whose responses fall
into a particular response category) to a question,
A frequency table can be used to display the

EXAMPLE OF A FREQUENCY TABLE

complete range of responses given to a particular
question and the number of respondents who gave
each response.

A frequency table could be constructed for each
community group. To prepare a frequency table,
first list the response categories. Then, referring to
your data record sheet, count the number of
respondents who gave each response. For example,
assume that the data tabulated for the first
question on the data record sheet on page 6-7 were
responses to the statement “Middle school children
should be expected to do homework for one hour
each school night” where the following response
categories were supplied: Strongly Agree (5), Agree
(4), Neutral (3), Disagree (2), and Strongly Dis-
agree (1). The frequency distribution for responses
to this question could appear as follows.

Question 1: Middle school children should be expected to
do homework for one hour each school night:
Response Category Frequency
Strongly agree 36
Agree 70
Neutral 54
Disagree 20
Strongly Disagree 0
No Response 20
Unclear Response 0

A frequency table can also be presented as a histogram or bar graph as shown on the fol-
lowing page. Note: A histogram is optional here, but it may help you to present your data

later,




EXAMPLE OF A HISTOGRAM
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Calculatmg Surnrnaw Statlstics

Another way to summarize responses tO a question by members of one community
group is to calculate a summary statistic. Many types of statistics are available, but three of
the most useful are discussed below,

Percentages

Often the figures in a frequency table are converted to percentages t- indicate the
proportion of the group which gave a particular response to a certain question.

A percentage is calculated by dividing the frequency for each response category by the
total number of responses and multiplying the result by 100. In the foregoing example there
were 200 responses, so each figure in the Frequency column would be divided by 200 and
then multiplied by 100, A frequency table with percentages would be as follows:

EXAMPLE OF A FREQUENCY TABLE WITH PERCENTAGES

Question 1: Middle school chlldreﬂ should be expected to do homework
for one hour each school night:
Response Category Frequency %
Strongly Agree 36 18
Agree 70 35
Neutral 54 27
Disagree 20 10
Strongly Disagree 0 -
No Response 20 10
200 100%
SR B A
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It is usually considered “‘good’* practice to avuid
using percentages for small totals. For instance, if
two out of ten respondents suggested that they
approved of something, it is improper to say that
20 percent approved because using percentages
implies at least 100 responses. On the other hand,
if 200 out of 1,000 approved, it is quite proper to
say that 20 percent approved.

It is usually unnecessary to show fractional
percentages. For example, rounding 33.3 percent
to 33 percent is quite acceptable, while reporting
this result as 33.3 percent may imply greater
precision than the data warrant. Due to rounding,
however, the percentages for some frequency
distributions may total 99 percent or 101 percent.
Although this presents no problem, if you would
prefer to have a set of percentages total 100
percent, one or more of the individual percentages
can be “forced.”” To "force,” round the unrounded
percentage closest to .5 up or down, as necessary
to get a sum of 100 percent. Fore example, 64.4
would ordinarily be rounded to 64 percent, but if
the sum of the percentages is only 99 percent, 64.4
could be rounded to 65 percent to provide a sum
of 100 percent.

Mean

The “mean” or "average” response of a set of

EXAMPLE OF CALCULATING THE MEAN FROM THE FREQUENCY

responses is used to indicate the typical response of
a group to a question (or group of questions). It
indicates what the group tends to feel about a
question when the responses are '‘averaged out.”

If the mean of a set of responses is to be
computed, the response categories must be related
to a continuous scale (extent of agreement or
extent of importance) that indicates a gradual
increase or decrease from one response category to
the next. When response categories cannot be
related to a scale (yes/no/don’t know, or language
arts/mathematics/science/social studies), the mean
should not be used. Instead, report the category
with the greatest number of responses and the
percentage of people who gave that response.

As shown in the example below, the mean can
easily be calculated from the figures in a frequency
table, like the example on page 6-9. The fre-
quency distribution from that example is repeated
in the example below with a third column in which
the product of the scale value and the frequency is
entered for each response category. The category
“No Response” is not on the scale and, therefore, is
not included in the calculation of the mean. The
products in the third column (Scale Value x
Frequency) are then summed and that sum is
divided by the sum of the frequency column less
the number of responses in the ’"No Response’’
category. The result is the mean.

Ouestion 1. Middle school children should be expected to do homework for one
houir each school night:

Scale Valve _Frequency

Response Category

180)

Scale Value x Frequency

Strongly Agree (5} 36 180
Agree {4) 70 280
Neutral (3) 54 162
Disagree (2) 20 40
Strongly Disagree {1} 0 0
No Response 20 N/A

7200 (less 20 1s 662

1= 180 J662 = 3.68 (which can be rounded to 3.7)
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Mode

The mode of a set of responses is used to
indicate the most frequent or typical response of a
group to a question (or group of questions). It is
the response that more people gave than any other,

The modal category for the frequency distribu-
tion in the foregoing example is "“Agree,’” since
more respondents selected that single response
than any other. Selecting a modal category is a
little simpler than calculating the modal value,

Consider the frequency distribution indicated
below.
Years of Residence Number of
in the Community Farnilies
0-5 20
6-10 40
11-15 120
16-20 80
21 or more 35

In this case the modal category is 11-15, What is
the value of the mode? It is clear that the mode is
somewhere within the category with the greatest
frequency; further, it should be closer to the upper
limit of that category than to the lower limit
because 80 families are in the next higher category
while only 40 families are in the next lower
category.,

The calculation of the mode is made by taking
the lower limit of the modal category (11) and
going 80/40+80 of the way through the interval
(i.e., b years). That is, 11 years+ 80/120 x 5 years
= 11 years + 3-1/3 = 14-1/3 years.

Following the instructions in this unit, prepare data
surnmary sheets for all of the questions asked in your
survey. (Refer to the example of a data summary sheet on
page 6-3.)
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Interpreting the Data and Preparing a Report
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INTRODUCTION

This unit is designed o help you (1) interpret the summarized data, and (2) report the
results of your survey. In the first section, procedures are presented for examining the
meaning of the frequencies, percentages, and other statistics calculated in completing Unit
6. In the second section, suggestions and examples are provided for organizing and
presenting the results of your survey in a written report 1o appropriata schoo! district
authorities and to the community,

INTERPRETING THE RESULTS OF A COMMUNITY SURVEY

This section describes three ways of interpreting the data from a community survey, The
way data are interpreted depenids not only on the data and the way they were collected, but
also on the values and perceptions of the interpreter. Therefore, the interpretation of
community survey data must be viewed as a process of preparing survey statements which
allow the reader the freedom to infer the implications of the data for schoo! decisions and
plans. Using this approach, it is possible to interpret survey data in three ways:

Interpretation 1: For each question, write a simple summary staterment describing the
response of each community group. The statement should specifically mention the siatistic
(percentage, frequency, mean, or mode) which best describes that response,

EXAMPLE OF INTERPRETATION ONE

Data Summary for Question 1

1. Emphasizing the impor tance of responsible citizenship should be a program goal for

our school.
(1} In tavor {2) Not in favor (3) Nol sure
COMMUNITY GROUP -
Hil] Ssi;ea; . o Smith Sz:h@a/
Response Categories Frequency % Freqguency %
{1) In favor 70 70 134 67
{(2) Notn favor 20 20 40 20
{3) Not sure 10 10 26 13
Total _TECT ;DD% ;(jz— E‘:

Iﬂférprela}@ﬂ

® Sevenly percent of the parents of Hill School students stated that they were in favor
of responsible citizenship as a school program goal. Twenty percent were not in favor
of the goal, and ten percent were unsure.

® Sixty-seven percent of the parents of Smith School students stated that they were in
favor of this goal. Twenty percent were not in favor of this goal, and thirteen percent
were unsure,

- - IEE
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Interpretation 2: If more than one community group responded to a question, decide
whether or not their responses are similar enough to be combined. If the responses are
similar, consider combining the responses into a new table, and prepare a summary
statement describing the combined responses. In such a summary, be sure to highlight any

In the foregor .g example the responses of the parents of Hill School and Smith School
students to Question 1 were similar, differing by only a few percentage points; therefore,
the responses of the two groups could be combined.

EXAMPLE OF INTERPRETATION TWO

Data Summary for Question 1

1. Empheasizing the importance of responsible citizenship should be a program goal for

our schaol,
{1} In favor {2) Not in favor (3) Notsure

Hill School Smith School Both Schools
Response Categories Frequency % Frequency % Frequency %
(1) In favor 70 70 134 67 204 68
{2) Not in favor 20 20 40 20 60 20
(3) Not sure 10 jD 26 13 36 12

Total 100 100% 200 100% 300 100%

Interpretation:
® Sixty-eight percent of the parents of Hill and Smith School students were in favor of
responsibla citizenship as a school program goal. Twenty percent were not in favor of
this goal, and twelve percent were unsure,




Interpretation 3: If more than one question was asked on a specific topic or subtopic,
decicle whether or not the responses to those questions should be considered together. [f
you conclude that the questions on one topic or subtopic should be considered logether,
prepare summary statements which clarify the relationship between the responses to those
ques tions and suggest how those responses support a general conclusion or interpretation,

Two juestions which the parents of Hill and Smith School students were asked in the
survey described in the foregoing examples—Question 1 (a closed question) andd Question 5
(an open-ended question)—were on the topic of citizenship. The responses to these two
guesrions are presented helow:

EXAVIPLE OF INTERPRETATION THREE

~d

n

Data Summary for Question 1 Data Summary for Question 5
1. Emphasizing the importance of re- 5. Name the one school problem which
spansible citizenship should be a pro- you believe should receive the most
gram goal for our school. attention,
Both Schools Both Schoaols
Response Category  Frequency % Response Category Frequency %
In fawor 204 68 Truancy 53 18
Notinfavor 60 20 Contempt of authority 30 10
Notsure 36 12 Peer fights 68 23
Total 300 100% Vandalism 20 7
Low achievement 40 13
scores
Threats of a teachers’ 29 9
strike
No response 60 20
Total 300 100%
Interp retation:
® Inreponse to Question 1, a majority of the paretns (68%) favored responsible citizen-
ship as a school program goal. In response to Question 5, a majority of the parents
(58 cited problemns related to citizenship (e.q., truancy, contempt of authority, peer
figh ts, vandalism). Together, these responses suggest that the parents feel that the
schools have a responsibility to emphasize responsible citizenship and that the schools
may not be succeeding.
- A5 T
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REPORTING THE RESULTS

With the interpretations prepared for each question and/or for each topic, yOu are now
ready to prepare a summary reporl. The basic material for your report has really been
completed—the data summary sheet and the interpretation for each question, Basically,
preparing a report requires the preparation of an introcuction, a brief description of the
pracedures followed in the survey, a logical organization of the data summary sheets and
interpretations under appropriate headings, and the preparation of a summary of the results.
Thus, a report is generally organized into four parts: introduction, procedures, resulls, and
summary.-For long reports, an abstract may also be prepared, The remainder of this section
briefly describes the four parts of a report and provides exarnples,

Introduction
The introduction provides an overview of the survey: why the survey was conducted,

the issue of interest, and the community groups involved, Basically, it summarizes the
information set forth in the purpose statement prepared in completing Unit 1.

EXAMPLE OF AN INTRODUCTION

During the 1975-76 school year, the Piedmont School District conducted a
community survey, The purpose of this survey was to assess student curriculum needs
in two schools (the Hill School and the Smith School) as perceived by the parents of
6th, 7th, and 8th grade students.




Procedures

This section describes how the survey was planned and conducted and highlights the key

decisions made in carrying out the survey (Units 2 through 7) and the reasons {or those
decisions, For example:
e which data collgction method was used, and why (Unit 3)
were samples drawn ;i f so, how and why (Unit 3)
what data collection materials were used (Unit 4)

how was the survey conducted (Unit 5)

e 8 e

how were the data summarized and interpreted (Units 6 and 7)

EXAMPLE OF PROCEDURES

A task force including three community members and four teachers (two from the
Hill School and two from the Smith School) was formed in early October 1975. Since
the parents of 6th, 7th, and 8th grade students in both schools (around 200 each) had
shown great interest in school-related projects and activities, the task force decided
that a questionnaire could be used to elicit the parents’ opinions on student curriculum
needs. At the same time, the task force decided to include every eligible parent (396)
in the survey; therefore, no samples were drawn,

A two-page questionnaire consisting largely of closed questions was developed by
the task force and mailed to the parents in January 1976. About 73 percent of the
parents completed and returned the guestionnaire. Two members of the task force
summarized the data and prepared a summary statement for each question on the
guestionaire,

jo—
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statements.

Results

The longest section of the report presents a data summary sheet for every question
asked and/or topic raised, This section usually begins with an overview of how the section is
organized; then the data summary sheets are presented together with any interpretative

EXAMPLE OF RESULTS
Since it is important for the staff of both schools to know how the parents of each school
responded, the data were summarized by question and by school,

#* * * * #*

Question 4: Every student should receive formal classroom reading instruction in grades
6, 7, and 8. (Check one.)

Yes [J No O Unsure O
Response Category Hill School Smith School
Frequency % Frequency %
Yes 92 63 42 30
No 16 11 52 37
Unsure 38 26 48 33
146 100% 142 100%

The bar graph below illustrates another way of presenting the summarized data.

Key

Hill School

Smith Schooi

Percentage of Respondents
ol
[l

XL

Unsure
Response Categories 7 ~
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Sixty-three percent of the parents of 1he Hill School students believe that formal
classroorn reading instructionn should he provided in grades 6, 7, and 8. Although
twenty-six percent were unsure about this guestion, the majority opinion would not
change even if al! of the unsure respondents were to respond in the negative upon a
second polling,

No summary statemnent can be written for the parents of Smith School students
regarcling formal classroom reading instruction in grades 6, 7. and 8, since their
responses were rather evenly divided, Like the parents of the Hill School students, a
rather large percentage (33%) of these parents was unsure,

Note that in the foregoing example, a brief introductory statement is followed by the
question, the data summary, a bar graph, and several summary statements on the resalts.

Summary

The final section is a summary of survey results, Usually, this summary is presented in
several short paragraphs. Sometimes a survey group uses this summary to discuss the
implications of the survey or to make recommendations; both of these approaches to the
summary, however, allow survey staff members to stray from the data and risk imposing

their personal biases on the data, More commanly, the summary simply presents the major
results of the survey,

EXAMPLE OF A SUMMARY

The majority of the parents of Hill School students feel that formal instruction in
basic skills should be provided. Since no similar agreement was found among the
parents of Smith School students, we plan to question this group further through a
series of personal interviews,

Following the instructions in this unit, prepare

summary statements on the data collected for all
&5 Pour survey questions. The survey report may then be.
~ 7 ‘dompleted.
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COMPILING A MASTER LIST

A master list is a complete list of the names, addresses, and telephone numbers (if
necessary and available) of all eligible members of each community group identified in your
purpose statement,

The master list is needed at certain points in the survey process:

@ When you plan the survey, the master list will provide information about the size of
each community group and a basis for drawing a sample if sampling is desired {Unit
3).

® The master list is also needed when the survey is being conducted to set up a control
chartand to contact potential respondents (Unit 5).

To compile a master list, you should follow the steps autlined below:

1. Obtain any available lists for each community group.

2. If lists are available, make sure that they are current and complete, |f necessary,
update them,

3. If current lists are not available, refer to the sources listed below to create the lists
you need,

4. If more than one community group is included in your survey, check the names

listed to see that no name appears on more than one list. If some names appear on
several lists, the staff should determine on which list each duplicated name should
appear,
Sources of Lists
Most schools have parent lists available. If yvour survey involves other community
groups, some of the sources listed below might be helpful.
Telephone directory
Charmber of Commerce records
City planning offices and health departments
PTA lists
Vaoter registration lists
Although these sources are helpful, they are rarely complete, Telephone directories
exclude people with unlisted numbers, people without phones, and new residents. Voter
registration lists exclude most new residents and all non-voters. If you are using any of the
sources listed above, survey staff may need to take time to update them so that you will be
using the mostrecent and complete lists possible.

15,
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PLANNING SHEET
A Master List

Below is a suggested format you may wish to use or adapt when compiling your master
lists. The "Notes” column can be used to record information related to specific respondents
while the survey is being conducted (refer to the control charts in Unit 5)

Community Group:___ _ -
Number of Eligible Group Members: L )
- Nziame;éﬂd ;;idres; - thé’: o 7 §DIES

)]
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INTRODUCTION

It i1s cifficult to ohtain a sample perfectly
representative of a population, However, for our
purposes a sample carn be drawn which will
sufficiently reflect the characteristics of a given
community group providing the information you
need,

During the process of samphing, however, bigs
may occur when samples are pro-hiced that reflect
certain characteristics to a gres: exlent than does
the total population, When the sampling technique
is unbiased, you can confidently make inferences
about the population group on the basis of
responses from the people included in the sample.
Sampling can sometime be a complex process.
This appendix is designed to introduce you to the
kinds of concerns a sampling specialist might have,
giving you some basis for an intelligent appreciation
of the considerations involved. You may want to
consider seeking the help of a sampling specialist in
yoLir project.

This appendix is organized into three sections:
the first discusses the question of sample size, the
second describes four sampling techniques and
presents a chart summarizing the advantages and
disadvantages of each, and the third is a planning
sheet which can be used to present the sample
drawn, A bibliography at the end of this appendix
lists some reference materials,

SIZE OF SAMPLE

As a general rule of thumb, you will want to
have approximately 50 people from each com-
munity group respond to your survey, To be sure
of having 50 raspondents, you will neea to mail
questionnaires 1o considerably more than 50
people. To estimate the size of this group (i.e., the
size of the sample), consider the typical response
rates discussed below,

For example, a well-corducted mail survey
should result in the return of 30 percent to 35
sercent of the questionnaires sent out. A well-
-onducted survey dealing with a very important
issue may result in the return of 50 percent to 60
sercent of the mail questionnaires,

161,
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Using the table below, you can eslimale the size
of the sample you need to draw 1o have approxi-
mately 50 mail questionnaires returned,

7 Si;;eic;f Sarﬁélei@
Response Ootain Approximately

Rate 50 Respondeants
| 500 *
20% 250

30% 167

40% 125

50% 100

60% 83

PROBABILITY SAMPLING TECHNIQUES

In order to choose the specific respondents
{persons or families) to be included in a sample, a
technique known as probability sampling can be
used. In probability sampling, (1) the process for
selecting respondents is not left to the judgment or
convenience of the investigator and (2) the
probahility that a given respondent will be in-
cluded in the sample is known,

Numerous probability sampling techniques can
be used. Four of the most common of these
techniques are briefly discussed here in terms of
method, advantac . and disadvantages. The four
techniques are:

& Simple random sampling
® Systernatic sampling
e Cluster sampling

@ Stratified sampling
Simple Raridom Testing

Suppose that you are interested in a population
of 1000 people and want to select 100 of them for
a sample. In this case, the sampling unit is the
individual. You could make a list of the 1000
people, put each person's name on a separate piece



of paper, fold it, and drop it into a large bowl, Then
vou could shake the bowl, draw a name, shake the
bowl again, draw another name, and so on unlil
you had the desired number of names, The bowl
must be shaken before each name is drawn so that
each person’s name has the same chance of being
chosen,

In practice, a listing of eligible respondents is
used in place of a bowl. You should not select a
group of names from one part of the list for if you
do it is possible that all of the names selected
would have some important characteristic in
common {for instance, everyone on the list whose
last mame is Smith). This might result in a biased
sample due to a disproportionately high number of
Smiths,

Suppose you prepared a list of the 1000 people
in the population group and assigned a number (o
each of the people on the list. You then consulted
a table of random numbers and selected 100
people from the 1000 available, including only the
people whose assigned numbers were selected, For
example, a table of random numbers might appear
as below:

530C3 78803
47009 685b5
10122 24890

The basic idea behind the construction of the
table is that if the first digit is "'6" the probability
that the next digit is any number from "0 to "9"
i equal to 1 in 10, Each arrangement of digits,
then, has an equal chance of appearing in any given
can be used to select sets of digits going, for
instance, across rows, down columns, or back-
wards. |f you assigned numbers to each of the
1000 names on vyour list, the numbers would range
from ""000" to "'998." Then you would read three
digit numbers from the table and select the

o -

corresponding names from your list {or inclusion in
the sample,

In order to use the table in this way, you must
use the master list which includes the names of all
1000 members of a specific community group and
assign a three digit number to each name. For
instance, the first names on an alphabetical list of
one thousand names might appear as follows:

000 A, Adams

001 J. Adams

002 Stacey Adams
003 Paul Baanach

004 Shelley Blanshard
005 Conrad Cromby
006 Hilda Dartmoor
007 Harry Dinsmoor
008 Gertrude Ditworth
002  Harold Ellsworth

999 Bert Zankard

digiis is 530. The name corresponding to the
number 530 on your master list should be recorded
on a separate list of the people to be included in
the sample. Moving one digit to the right, the next
number of 300; then 003 (Paul Baanach), 037,
378, and so on, When using the table, if the same
number appears twice, the corresponding name
should not be selected a second time. This process
would be continued until 100 different names (or
the number required for your sample) have been
selected,

One of the primary advantages of simple random
sampling is that it is easy to understand. Tables of
random numbers can be located in texts such as
Tables for Statisticians which is listed in the
bibliography.

One disadvantage of simple random sampling is
that the actual names drawn may not provide a
sample which is representative of the population in
all respects. Suppose, for example, that 20 percent
of the entire population were college graduates. it
would be possible, although unlikely, to select the

P
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desired number of people for a sample without
selecting a single college graduarte. It would also be
possible 1o select a sample which proportionately
contains too many college graduates, Whether the
representation of college graduates in important or
not depends, of course, on the purpose of your
survey,

Although the simple random sampling technique
is statistically bias-free, it will not necessarily
provide a sample which is representative of
total population. Just due to randomness you
could get under or over representation of certain
characteristics in your sample. Of course, any
inferences formed about a population on the basis
of such a sample might also be subject to error, We
call this kind of errar “sampling error” (as distinct
from bias), One way to reduce sampling error is tn
increase the size of your sample.

The key information requirement for simple
rancdom sampling is a complete it of all eligible
respondents,

Systematic Sampling

Strictly speaking, systematic sampling is not a
probability sampling method, like the others listed
in this section. Yet it is easy to understand and, in
practice, easier to carry out than simple random
sampling. For this reason a systematic sampling
approach is often used in actual practice, Again,
suppase you want to select 100 people for a
sample from a population of 1000 people. Using a
systematic sampling procedure, vou could divide
1000 by 100 obtaining 10 for your sampling
interval, Every tenth name on the list of eligible
respondents would then be selected for the sample.
If you want your sample to inciude 100 individuals
from a population of 500, the interval size is
calculated by dividing 500 by 100 which gives you
an interval size of 5. If the interval size is 5, you
would select one name at random from among the
first five names on your master list as your starting
point; if the interval size is 10, you would select a
name from among the first ten names on the list as
your starting point. You would record every name
appearing at the appropriate intervai on your list as
aname to be included in the sample.
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If your procedures are applied correctly, you
should be nearing the end of the list when you
have selected the desired number of people for
your sample. If you are not or if you reach the end
of the list without drawing the number of indi-
viduals desired, you have made a procedural
mistake which can be easily corrected,

[t is easier to draw a systematic sample than a
random sample because you are not required to
ook up numbers from a table of random numbers
to seiect each respondent. Systematic sampling,
like random sampling, however, requires a com-
plete master list of eligible respondents. Sometimes
the list of eligible respondents rmay contain an
order in the listing of names that is correlated with
the information that you are seeking; when this is
the case, the method is biased. An example of such
an arrangement in the list would be a situation in
which households are listed by street address. If
the number of houses on each block is the same it
is possible 10 select to> many or too few corner
houses. Even so, systematic samples are frequently
drawn by experienced people.

Cluster Sampling

As noted previously, a master list is needed if
simple random or systematic sampling procedures
are lo be used. Often no accurate list is available.
In this instance, cluster sampling provides a com-
pramise technique which will enable you 1o work
with clusters of individuals. Suppose that you do
not have an accurate population list to use in
drawing a sample of 100 peop'e from an area of
the city with about 5,0G0 people, but that you do
have a list of the city blocks in which they live.
You could choose city blocks (clusters of indi-
viduals) at random and then choose, randomly or
systematically, the desired number of households
from each cluster (city block) selected,

One disadvantage of this technique is that bias is
almost impossible to avoid. Using the example of
choosing city blocks, it is well known that people’s
attitudes within a small geographic area are cor-
reiated. Depending upon the information nzeded,
the residents of a given city block will often
respond in similar ways to the same questions.
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Also, when city blocks are used as clusters, there is
a good possibility that particular subpopulations
will be over or under represented, For example, by
salecting some city blocks and excluding others,
people from a specific income group might be
inadequately represented or even cmitted, As a
consequence, if cluster sampling procedures are
used, a larger sample is needed to keep sampling
error al tolerable levele for the inferences to be
mado than would be needed if simple random
sampling procedures were used, In short, clustering
procluces  greater sampling errcrs than simple
random sampling does; however, clustering is often
one of the few available means which can be used
to salect the individuals to be included in a sample,

Stratified Sampling

Although the object in sampling is to reflect a
total population in miniature, all of the sampling
procedures previously discussed involve some risk
that the sampls selected may contain a dispro-
portionate number of people from a particular
subpopulation.

Suppose a school district is conducting a project
to learn what community support exists for closing
several school buildings due to decreased enroll-
ment. It is believed that the responses from various
population groups will be closely correlated with
certain characteristics or variables. Families with
children currently enrolled may oppose closing any
schools, Their opinions might also vary depending
upon which schools are to be closed. Families with
children attending a neighborhood school may
oppose decisions which necessitate transporting
thetr children across town. Peopie whose children
are grown or those without children may favor any
district measures which might reduce their current
tax burden. The responses of people without
children may also vary in terms of how close they
live to the schools involved. Those who live near a
school scheduled for closing may support the
decision because they would like to eliminate the
commotion students may create in their neighbor-
hood, People who live near the schools to which
students would be transported may oppose closing
some schools due to the increased traffic that
decision might create in their area, Thus, variables

such as having children in school, the schools
invalved, and proximity to the buildings affected
might be important in a survey of this kind. You
should not use a samphling procedure which might
omit people in the categories described above; nor
should you use a procedure which might include a
disproportionate number of people from some of
these population groups. In a case like this, you
would not want to risk using a simple random
sampling procedure; rather, you would use &
deliberate sampling technigue-—stratitied sampl-
ing—which would provide a sample composed of
the various subpopulations which are expected to
have different perspectives on specific questions.

One word of caution: Stratified sampling is not
intended to provide a sample which exactly reflects
the population, since this would be a highly
unlikely accomplishment. You should not expect
to be cble to develop a sample containing, propor-
tionately, the same number of males, females,
school age children, taxpayers, college graduates,
people with Irish surnames, brown-eyed indi-
viduals, etc., as the total population contains. What
you should try to do is to identify those few
characteristics or attributes which you expect to be
correlated with the information being collected
and stratify the sample on the basis of those
characteristics. '

With a stratified sampling procedure, therefore,
the population is divided into subpopulations on
the basis of one or more variables which are
believed to be correlated with the information
being collected. Each group or stratum would
require a sample large enough to provide approxi-
mately 50 completed responses. Respondents may
then be selected from each subpopulation or
stretum by simple random sampling or systematic
sampling methods.

Although a stratified sampling technigue is a
little more difficult to design and more expensive
to use (only a few variables, then, should be used
when stratifying the population), it will provide
samples that answer questions about those varia-
bles which might influence responses and, there-
fore, be imporant to decision makers. Keep in
mind, however, that each subpopulation must be
very carefully defined,

e



Sampling Technique

Simole Random: The: prob-

Bality of selecrinon i (he Lamo

for every eligible respondent

dned for suenry possiblo frowip

e Of ehagible responcdents,

Systematic: The campling
meterval g determimeed by
divitding the numbor of
neople to be inclided in
iher sample into the toral
nurnber ot eligible
respondents,

Cluster: The sample 15 basec)
tpon clusters of eligible re-
spondents. Once clusters are
selecied, simple random
sampling or systamatic sam-
phng ruethads are used.

Stratified: The samola is
trawn from sabpopulations
which are deterrmined on the
basis of characieristics be-
hevedd 10 be correlated with
thesinfurmation being
vollectoc,
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SUMMARY

Advantages

Provides unhiased resulis,

Easier and loss fime-
consuming to use thap
sinple random sampling.

Cluster sampiing 1s a goodd
technigue to use if no corm.-
plete list of the population is
available. Cluster sampling

15 espocially appropriate
when used in conjunction
with other sar pling pro-
cedures, When personal
interviews are (o be con-
ducted with members of a
paptiilation scattared acrass 4
targe geographical area,
clustars should reduce costs,

This procedtire quarantees
reprosentation of subpopu-
lations stratified on the
basis of characteristics
which are expected 1o af-
lect their responses.
Stratified sampling usually
results in a more useful
sample than could be deval-
oped with ather sampling
procedures. 1 z(_; &

Probability Sampling Techniques

Disadvantages
A mastex list of eligible respond-
enis 15 negderl, Somewhar ex-
pensive, especially when no
populdation sty are teachly avail-
able. May result in farge sampling
QIrOr, Since ar

certain populalion groups may
be disproportionately repro-
seniedd ir the sample.

An eligible respondent sl s
needed which may bhe difficolt

to obtan. May result in g biased
sample if some population groups
are cluslered an the lisy,

Clusters are rarcly miniatures of
the population. Since this is the
case, this procedure is biasad, !
clusier sarmpling 13 used alone, * e
investigator car anly: lorm in,or-
ences about the populations of
th 2 zlusters, not about the popu-
lation as a whoie, More adividuals
are needed for cluster  :mpling
than for simple ;- ~sampling
to oblain the samw 1 vols of
tolerahle sampling error since

this method s likely to resull in
larger sampling errors than simple
random or sysiamalic sampling

tloes,

More complex than simple: (an-
tlom sampling or systematie:
sampling. Each subpopulation

Or SIartum roauires its own
sample af approximately 80 com-
Pletaed raesponses



Pitfall

Qveremphasis on
conven ience

Outdated or insufficient
jnf@rmglign

Insufficient information
collected

COMMON SAMPLING PITFALLS

Exarmnple

Selecting people who are

readily available or coopera-

tive.

Going door 1o door and
including only those people
who happen to be at home.

Using a list of community
me:nibers that is outdaied
and/or inaccurate,

Low return rate obtained,

Materials returned indicate
respondents did not have
sufficient information to
answer the questions
asked.

Suggested Sojution
Use an established sampling
technique when selecting people
to be included in the sample,
Explain the sampling procedure
being used to the people actually
collecting the data. Explain how
the failure to use only the names
listed may result in a biased
sample.
Follow-up proceduresshould be
implemented to contact people
who were not at home the first
time.

Make every effort to update the
population list from which the
names for the sample are to be
selected,

Follow-up proceduresshould be
implemented. Try using a differ-
ent follow-up method than the
method originally used, i.e., if
mail guestionnaires were used,
folluvs up with a telephone call.

Reexamine the community
groups included in the project.
[tis possible that you selected
the wrong groups to provide

the information you need.
Reexamine your data collection
materials, Ambiguous or unclear
questions may have made it
difficult for the peoptle included
in the sample to provide the in-
formation needed.
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Drawing a Sample

For each community group, discuss with your sampling specialist the size of the sample
and the sampling technique to be used. Then, select the required number of respondents for
your sample from the master list for that particular community group. Use or adapt the
form below 1o compile your sample list. The “Notes’' column can be used to record
information related to specific respondents while the survey is being conducted (refer to the
control charls in Unit 5),

Comunity Grow
Total Number of Eligible Group Members on the Master List: e .
SampleSize: —
Sampling Technique to be Used;___ e
 Nemeand Address | P | News
16
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